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JIner akryaqm3zanuu padodeil mporpamMMsl

Pabouas mporpamma nepecMoTpeHa, 00cyxieHa u ogo0pena uist peanmsarmu B 2022 - 2023
yueOHOM roy Ha 3aceqanuu kageapsl Ilenarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom or 20 . Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, o0CcykieHa 1 ooopenHa uist peanm3armn B 2023 - 2024
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom oT 20 1. Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2024 - 2025
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHUS

[IpoTokomor 20 . Ne

3aB. kadenpoit C.C. Benmkanosa

Pabouas mporpamma nepecMoTpeHa, 00CcykieHa u oo0pena it peanm3armu B 2025 - 2026
yueOHOM Toly Ha 3acenanuu kadeapsl [lemaroruueckoro oopa3oBaHus U JOKYMEHTOBEICHHS

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanusaruu B 2026 - 2027
y4eOHOM roay Ha 3acenanuu kadeapel Ilemarorunyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

[Ipotokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 esiu ocBOCHUSI IMCIHUIIIMHBI (MOY/JIs1)

- IO3HAKOMUTH CTYJEHTOB C OCHOBHBIMU MOHATHAMM JOKYMEHTOBEICHUS KaK HAYKHU, €€
HAy4YHBIM MHCTPYMEHTApHEM: OOBEKTOM, MPEIMETOM, METOJaMHU HCCIEI0BAHMS, KIIIOYEBBIMU
MOHATHUSIMU;

- PacCMOTPETH CIIEKTP OCHOBHBIX MTPOOJIEM B 00J1aCTH TIOKYMEHTOBEICHHUS;

- 3aJI0)KUTh TEOPETUYECKUE OCHOBBI PabOTHI € pPa3HOOOPAa3HBIMU JIOKYMEHTAMH B
o01ecTse.

2 MecTo THCHMIIMHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOIl MPorpaMmsl

HuctummmHaa « OCHOBBI TOKYMEHTOBEICHHS» BXOJHUT B 00sA3aTEIbHYIO YacTh Y4€OHOTO
1aHa o0pa3oBaTeNbHOM TPOrpaMMBI.

JUia  u3ydeHus  JUCUUIUIMHBI  HEOOXOAMMbl  3HaHMsS  (YMEHHUs,  BIJIAJCHUS),
c(OpMUPOBAaHHBIE B PE3YJIbTATE U3YUEHUSI JUCIUIUINH/ IPAKTUK:

Jlia ocBoeHUs Kypca He0OXOJAMMBI 3HAHHUS, MOJIYYEHHbIE B paMKax MOJHOTO CPEJHEro
obpazoBanus no nucuurimHaM "Ucropust”, "ObmectBo3nanue", "Pycckuii si3p1k""

3HaHus (YMEHMs, BJIaJIEHUs ), OJyYeHHbIE IPU U3Y4YEHUU AAHHOW JUCLMIUIUHBI OyayT
HE0OXO0IUMBI JJ1s1 U3yYEHUS] AUCIUTLITUH/TIPAKTHK:

JlokymMeHTaloHHOE 0OecriedeHre apXUBHOTO Jiea U nHGopMalMoHHOH cepbl B PO

JIMHrBUCTHYECKHE OCHOBBI JIEIOBOTO MUChMa

OCHOBBI CEKPETapCKOTo 00CTY)KUBaAHUS

MonennpoBaHue CUCTEM JOKYMEHTAIIMH OpraHu3aiu

VYyeOHast - NpakTUKa IO TMOJYYEHHIO MEPBUYHBIX MPO(ECcCHOHANBHBIX YMEHUNH U
HAaBBIKOB, B TOM 4YHCJ€ TIEPBUYHBIX YMEHUH U HaBBIKOB HAay4YHO-HCCIIEI0BATEILCKOU
NeSITeIbHOCTH

NudopmanrioHHbIe TEXHOJIOTUHU B JOKYMEHTOBEIEHUU U ApXUBHOM JIeJie

OCHOBBI HAYYHO-UCCIIEI0BATEIbCKOM AESITEILHOCTH

Brenenue B mpodeccuto

OCHOBBI apXHBOBEACHUS

OcCHOBBI yIpaBiieHUs! OpraHu3anuen

VYyeOHas - 03HAKOMUTEIbHAS TPAKTHKA

JlokymMeHTOBeIeH e

ApXUBOBEJICHUE

Opranuzanus 1 TEXHOJIOTUS TIOKYMEHTAllMOHHOTO 00eceueH s yIpaBlIeHUs

CoBpemeHHast opranu3als rocylapcTBeHHbIX yupexaeHuit Poccuun

NudopmanronHoe odecrieueHue ynpaBaeHUs

3 Kommnerenuun ody4arouierocsi, opMupyembie B pe3yJibTaTe 0CBOCHUS

AUCHMILIMHBI (MOAYJISA) U INIAHUPYEMbIe Pe3y/IbTAaThl 00y4eHHUs

B pesynprare ocBoeHHMs AMCUUIUIMHBL (MOyisi) «OCHOBBI JIOKYMEHTOBEACHUS
oOyyaromuiicst 10KeH 001a1aTh CISAYIOIUMU KOMIETEH UMM

KOI[ HHAUKATOpa I/IHI[I/IKaTOp JOCTHXXCHHA KOMIICTCHIITUN

VYK-1 Crnioco0eH oCyIecTBIATh MOUCK, KPUTHUECKUI aHAIIN3 ¥ CUHTE3 HHPOpMAILUU, TPUMEHSTh
CUCTEMHBIN ITOAXO]1 VISl PELIEHUS] TOCTABJICHHBIX 33134

YK-1.1 Ananusupyer 3ajauy, BelJIelss ee 6a30Bble COCTABIAIONINE, PACCMATPUBAET
U TpeUlaracT BO3MOJKHBIE BapHaHThl PEIICHHs ITOCTABJICHHOM 3a1auy,
OIICHMBAsI UX IOCTOMHCTBA M HEIOCTATKU

YK-1.2 Omnpenensiet, HHTEPIPETUPYET U PAHKHUPYET HH(POPMAIIHIO, TPEOYEMYIO IS
peleHusl MOCTaBJICHHOM 3ajau; OCYIIECTBISAET MOUCK MH(OpMAIMU IO
Pa3JIMYHBIM THIIaM 3alIpOCOB




YK-1.3

I[Ipu oOpabGotke wuHPOpManuu oTIM4YaeT (GakTel OT  MHEHHH,
MHTEpIIPETAIMi, OLICHOK, GOpMHUPYeT COOCTBEHHBIE MHEHUSI U CYXKICHUS,
apryMEHTHPYET CBOU BBIBOJIbI i TOUKY 3PCHHS

OIIK-1 CnocobeH mpuMeHsATh Ha 0a30BOM YpOBHE 3HAHMS WCTOPHUYECKUX HAYK MPU PELICHUU
3a7a4 B chepe cBoei nmpodhecCHOHAILHOM IeITEIHLHOCTH,

OIIK-1.1 3HaeT WCTOPUI0O M COBPEMEHHYIO OpraHU3aIMI0 CHUCTEMbl OPraHOB
rOCyJlapCTBEHHOW BJACTU U YympaBiieHHss B Pd, opraHoB MeECTHOTO
CaMOVIIPABJICHUS M OpraHu3aIui

OIIK-1.2 Bnageer HaBbIkaMu Houcka U O0TOOpa MCTOYHUKOB, KOTOPbIE BAXKHBI JJIS

KOHKPETHO-UCTOPUUCCKOTO HCCICA0BaHUA C Y4€TOM OECHHOCTH
AOKYMCHTAQJIBHOI'0O HMCTOYHHMKA KaK YaCTH HCTOPHUYCCKOIO HaACJICAusd H

AKTHBa OpraHu3aliiuu




4. CTpyKTypa, 00b€éM H coep:KaHue T CHUILIMHBI (MOYJIs1)
OO0mast TpyI0eMKOCTh AMCIUILTUHBI COCTaBlsieT 3 3a4eTHhIX eaunuil 108 akaja. dacoB, B TOM
qucie:
— KoHTakTHas pabora — 40,6 akaj. 4acos:
— aynuTopHas — 6 akaJl. 9acos;
— BHeayauTopHas — 34,6 akaJ. 4acos;
— camocTosTenbHas padbota — 58,7 akas. 4acos;
— B (popme npaxTrueckoii moaroroBku — 0 akaz. yac;
— IMOATOTOBKA K 9K3aMeHy — 8,7 akaj. gac

dopma aTTecTaluy - SK3aMEH

AynuropHast I =
KOHTaKTHas paboTta E E dopma TeKyILEero
Paszen/ Tema 2 (B akan. yacax) E E{ Bun 3 KOHTPOJIA Ko
> & ©| caMOCTOATENBHOM | ycHIeBaeMOCTH U
JIACIUTUTAHBI < g = . | KoMmeTeHIUK
2 & paboThI MPOMEXYTOTHOM
Tex. nab. | mpaxr. ER aTTeCTALH
3aH. | 3aH. |Q o
1. PA3IEJT 1.
JIOKYMEHTOBEJIEHUE
KAK HAVKA
TloBTOp
JIEKLIHOHHOT'O
TEOPETHYECKOro
Mmarepuaa,
MIOAATOTOBKA K VK11,
1.1 1. Ponp nokymeHTa B TeKRymemy [pakTuueckoe VK-1.2,
wusuu  uenosexa | 1 [0,25/0,25U 0,5/0,51| 7 | TECTPOBAMIIO, oy ke Nol VK-13,
HanucaHue
obmecTBa COUMHCHMSI- Tect k pazneny 1 | OIIK-1.1,
paccyxieHusI Ha OIK-12
TeMy
«/lokymeHT B
JKU3HU 00111eCTBa
1 YeJIOBEeKa»




1.2 2 Ucrounukn
JIOKYMEHTOBETIECKUX
HCCIICIOBAaHUM

0,25/0,251

0,5/0,51

IosTOp
JIEKIIHOHHOT'O
TEOPETUIECKOr0
Mmarepuana,
MO/ITOTOBKA K
TEKYIEMY
TECTHUPOBAHUIO,
TO/ITOTOBKA
o030pa mo
TIEPHOTUICCKUM
W3/IaHUSM B
obnactu
JIETIONPOU3BOICTB
a M apXUBHOT'O
nena. AHanus
HUCTOPUYECKHUX
HCTOYHUKOB;
COCTaBIICHHE
KOHCIIEKTa C
UCITOIb30BaHUEM
TPUEMOB CIKATHSI
HCXOIHOMN
uH(popMaIuy;
pedepupoBanue u
AHHOTHPOBaHUE
Hay4YHOU
JIUTEPATypHI;
OLICHUBATh U
BBISBJIATH O0BEM U
Ka4ecTBO
HHPOPMAITUH,
npejiaraeMomn
UHTEPHET-
UCTOYHUKAMU 110
JIeTIONPOU3BOACTB
Y U apXUBHOMY
Jemy.

IIpaktuueckoe
3ananue Ne2
Tect k pazneny 1

YK-1.1,

YK-1.2,

VK-1.3,
OIIK-1.1,
OIIK-1.2

HUroro no pazneny

0,5/0,51

/11

15

2. PA3JIEJT 2. TIOHATHA

"MHOOPMALIA"
"TOKYMEHT"

)41

2.1 2.1. Ionsrue
«uHpOpMaLUI» U €e
pONb B COLMANBHBIX H
9KOHOMHYECKUX
mporeccax.
Creruduyeckne  4epThl
JIOKYMEHTHPOBAaHHON
HHPOPMAITUH

0,25/0,251

0,5/0,51

14

TToBTOp
JIEKIOHHOT'O
TEOPETUIECKOro
Mmarepuana,
TIO/ATOTOBKA K
TEKyLEMY
TECTHPOBAHUIO,
aHaJm3
JOKyMEHTAJIbHBIX
HCTOPUIECKHX
WCTOYHHUKOB,
MOHATHUHHOTO
amnmapara
HOPMATUBHBIX U
MPABOBBIX AKTOB.
AHanu3 TepMuHa
"aH(pOopMarms'.

[IpaxTrueckoe
3amanne No2
Tecr k paznmeny 2

VK-1.1,

VK-1.2,

VK-1.3,
OIIK-1.1,
OIIK-1.2




[loBTOp

JICKIIMOHHOTO
TEOPETU-YECKOTO
Mmarepuaa,
MOJICOTOBKA K
TEKYIEMY
TECTHUPOBAHUIO, VK-1.1,
2.2 Ilonsatue HTCHHC 1 aHaJIH3 [IpakTuueckoe VK-1.2,
"nokyment". IlpusHaku u 0,75/0,751 111 7 | FONYMCHTATBHEIX 3aganune Ne2 VYK-1.3,
N HUCTOPUYECKHUX
CBOICTBA TOKyMEHTa HCTOUHHKOB: TecT k pazneny OIIK-1.1,
’ OIIK-1.2
aHam3
yrnoTpeoaeHus
TEPMHHOB
(1oKkyMeHT,
Oymara, 1710, aKT,
JIOKyMEHTHPOBaH
Hast HHOpMALHA).
[ToBTOp
JIEKIIMOHHOT'O VK-1.1,
93 OCHOBHEIC CBONCTEA teopernueckoro | Ilpakruueckoe VK-1.2,
0,5/0,51 0,5/0,5U| 7 MaTepuaa, 3aganue Ne2 VK-1.3,
JIOKYMCHTOB MOJrOTOBKA K TecT k pazneny 2 OIlK-1.1,
TEKyIIeMY OIIK-1.2
TECTHPOBAHUIO.
HUroro no pazzpeny 1,5/1,51 221 | 28
3. PA3BJEJT 3. ®YHKIWU
JOKYMEHTOB )4
CIIOCOBBI
JOKYMEHTHUPOBAHUA
COLIMAJIBHO 3HAUUMOM
TloBTOp
JIEKIIHOHHOT'O
TEOPETHYECKOrO VK-1.1,
31 Dymkim MaTepuana, [pakTuueckoe YK-1.2,
0,5/0,5U| 8 MMOATOTOBKA K 3azanue 3 VK-1.3,
JIOKYMEHTOB TEKyIIEMY Tecr k pazneny 3 [ OIIK-1.1,
TECTUPOBAHHIO, OIlK-1.2
aHau3 GYHKIMH
JIOKYMEHTOB.
1 CocTapieHHe
KOHCIICKTa C
HCIOJIb30BaHHUEM
MIPUEMOB CYKATHS YR-11,
3.2 Crnioco0bl U cpeacTaa HUCXOIHOM TIpaxmiraeckoe YK-1.2,
0,5/0,5U} 7,7 . 3aJaHue 3 VK-1.3,
JIOKYMEHTHPOBaHUS HHPOPMAITUH; Teer x pasneny 3 | OIMK-1.1,
pedepupoBanue u OIK-1.2
aHHOTHPOBAHHE
HayqHOU
JIUTEPATYPBI
HWroro no pazaeny /11 | 15,7
Hroro 3a cemectp 221 4/411 | 58,7 JK3aMEH
Uroro o aucuuiuinze 221 4/411 | 58,7 JK3aMEH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

Marepuan npecTaBieH B CIIEKTpe MpoOIeMHBIX BOIIPOCOB. TexXHOJIOrHel MOHUTOPUHTA
pe3yabTaToB 00pa30BATENBbHON AEATENBHOCTH SIBISIETCS 3K3aMEH, BBICTABIEMBIH C Y4E€TOM
peiiTHHra TO pe3yinbTaraM CTYJICHTOB B Pa3HOOOpPa3HBIX BUIAX JACSATCIBHOCTH —
y4eOHO-TI03HABATEILHOM, YaCTUYHO-TIOMCKOBOM, penpoayKTUBHOM. Conepxanue
CaMOCTOSITENIbHOM pabOThl paccunTaHO Ha (hopMHpOBaHHE yMEHUN pedepupoBaTh, COCTABIATH
HaydHble OO30phI [0 MarepuajaM MEPUOTUYECKUX W3JaHuM, BKiIo4as VHTepHeT-u3gaHus
npo(ecCHOHANBHBIX ~ HAYYHO-TIPAKTHYECKUX  JKYPHAIOB  C  IEINBIO (dbopMupoBaHUs
caMopa3BHBAIOIICHCS MHPOPMAITMOHHO-peCcypcHOU cpenbl. KoHTakTHas paboTa mpeanosiaract
I/IH(bOpMaIlI/IOHHO-KOMMYHI/IKaIII/IOHHI)Ie O6pa3OBaTCJIBHI>IC TCXHOJIOTHUH - opraHusanus
00pa30BaTeNIbHOTO MPOIiecca, OCHOBaHHASI HA TPUMEHEHHUH CHIEUAIN3UPOBAHHBIX TPOTPAMMHBIX
Cpell U TEXHHYECKUX CpeaAcTB padoThl ¢ HH(poOpMmaiuei, B T.4. JEKUUA-BU3yalIu3alus —
ACMOHCTpanua y‘Ie6HI>IX MarcepraioB, MPCACTABJICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTCMaX.
[IpakTueckoe 3aHsTHe B (opMe NMPE3eHTAUU — MPEACTABIEHUE PE3YJIbTaTOB MPOEKTHON MK
HCCIIEIOBATENIbCKON JIEATENbHOCTH C MCHOJIb30BAaHUEM CIHEIUAIN3UPOBAHHBIX MPOTrPAMMHBIX
cpe.

6 YueOHO-MeTOIHYECKOE 00eciedeHe CAMOCTOSITeIbHOI PadoThl 00yYaOIIUXCs
[IpencrasneHo B mpuiioxeHnu 1.

7 OueHOYHBbIE CPEACTBA /I POBeAeHU NPOMEeKYTOUYHOH aTTeCTAMN
[IpencraBieHb! B IPUIIOKEHUH 2.

8 YueOHo-MeTOoIUYecKOe M HHPOPMAIIMOHHOE 00ecnieyeHHe AU CIUTIMHBI (MOYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. JlIokyMeHTOBEICHHE . YIEOHUK K MPAKTHKYM IS aKaJeMudeckoro OakamraBpuara / JI.
A. JloponwnHa [u 1p.] ; mox penakiueii JI. A. [loponnHoit. — 2-e u3 ., nepepad. u mon. — MockBa
: M3marenbctBo IOpaiit, 2019. — 309 c¢. — (bakanaBp. Axamemuueckuii kypc). — ISBN
978-5-534-03053-2. — Tekct : onektponneii // DBC IOpaiitr [caiit]. — URL:
https://urait.ru/bcode/433067 (nata obpamienus: 16.10.2020).

2. Koxymxkosa, H. B. Crpykrypa gokymenta. CucTeMbl JOKyMCHTAIIUH.
YHubunupoBanHas CcUCTeMa OpPraHU3alMOHHO-PACHIOPAIUTEIILHON JTOKyMEHTaluu: oOuiue
TpebOBaHMS K COCTABIIEHUIO U oopmiicHHIO | yuebHoe mocodue / H. B. Koxymkosa ; MI'TY. -
Maruutoropck : MI'TY, 2016. - 1 snekrpos. ont. auck (CD-ROM). - 3ari. ¢ TuTynl. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mara ooOpamenus: 04.04.2021). - MakpooObekr. - TekcT
ANEKTPOHHBIN. - CBeieHus nocTynHbl Takke Ha CD-ROM.

0) lonostHHUTEIBHAS IUTEPaTypa:

1. BaitboposmoBa, JI. B. Meromonorust 1 MeTo/bl HaydyHOTO MCCIIENOBaHUS © ydeOHOe
no-cobue uisi GakanaBpuara u maructparypsel / JI. B. Baitbopomosa, A. I1. YUepHsiBckas. — 2-¢
u3[1., uchp. u gon. — Mocksa : M3narensctBo HOpaiit, 2019. — 221 ¢. — (bakanaBp u maructp.
Axkanemuueckuit kypc). — ISBN 978-5-534-06257-1. — Texkcr : anekrponHsiii // IBC FOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/437120 (nata o6pamienus: 11.10.2020)

2. KazakeBuu, T. A. JlokymeHToBeneHHe. JJOKyMEHTAllMOHHBIM CepBUC : y4EOHUK U
NPaKTHKYM JUIs TpukiagHoro 0akanapuata / T. A. Kazakesuu, A. U. Tkannd. — 2-e u3f., ucnp.
u non. — Mocksa : U3natenbctBo FOpaiit, 2019. — 177 ¢. — (bakanasp. [Ipuknagnoit kypc). —
ISBN 978-5-534-06273-1. — Texcr : anekrponHslii // D5C KOpait



[caitt]. — URL.: https://urait.ru/bcode/437480 (nara oopamenus: 16.04.2021).

3.IloTemKkuHa, M. H. OCHOBBI HCCJICIOBATEIBLCKOMN JIESITEILHOCTH
y4eOHo-MeToueckoe nocodue / M. H. [otemkuna ; MI'TY. - Marauroropck : MI'TY, 2018. - 1
anekTpoH. onrt. juck (CD-ROM). - 3arm. ¢ Turyn. 9kpana. -  URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true (mata ooOpamenus: 27.04.2021). - Makpooobekr. - TekcT
AIIEKTPOH-HEI. - CBereHus goctynusl Takke Ha CD-ROM.

B) MeroauyecKkue yKasaHus:

CamocTosTenbHas paboTa CTYJICHTOB By3a : npakTukyM / cocraBurenu: T. I'. Heperuna,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHuToropckuii roc. TEXHU4E€CKHI YH-T UM.
I'. . HocoBa. - Marauroropck : MI'TY um. I'. . Hocosa, 2019. - 1 CD-ROM. - 3arm. ¢ tuTym.
3KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mata ooOpamenus: 28.09.2020). - Makpooobekr. - TekcT
ANIEKTPOH-HBIH. - CBeieHus nocTymHbI Takke Ha CD-ROM

Meroandeckue yKa3aHWsS TO BBITIOJHEHUIO JOMAIIHUX 3aJaHUil TPEACTABICHBI B
TTounoxennn 1 x PIT

r) [Iporpammuoe odecnneuenne u MHTEepHeT-pecypcehl:

IIporpamMmmHoOe o0ecnieyeHue

Haumenosanue I1O No norosopa CpoOK IeHCTBYS TULIEH3UH
MS Windows 7

Professional (st J1-1227-18 0T 08.10.2018 11.10.2021
KJIACCOB)

MS Windows 7

Professional (ms J-757-17 ot 27.06.2017 27.07.2018
KJI4CCOB)

MS Office 2007 |y, 135 4117.09.2007 Gecepouno
Professional

7Zip CBOOOJIHO  pacIpOCTpaHsIEMOE 0ecCpovHO

IIpodeccuonanbHblie 0a3b1 JaHHBIX U HHPOPMALMOHHbIE CTIPABOYHbIE CHCTEMbI
HasBanue kypca Ccblika

DOnekTpoHHas 0a3a MepuOAMYECKUX u3JaHui East
View Information Services, OO0 «MIBUC»
Haunonanenas uH(GOPMaIMOHHO-aHAIUTUYECKAs URL:
cucreMa —  Pocculickuil  MHIEKC ~ HAy4HOTO '
uutupoBanus (PUHIL)
ITouckoBass cucrema Axagemusi Google (Google
Scholar)
Nudopmanronnas cucrema - EnuHoe 0kHO 10CTyTIA K URL: http://window.edu.ru/
MH(OPMAIIMOHHBIM pecypcam
MexnyHapoaHas HayKoMeTpuueckas pedepaTuBHas U
HOJIHOTEKCTOBas 0a3a JaHHBIX HayuHbIx wusganuii|http://webofscience.com
«Web of science»
Mexnynapoanas pedepaTUBHAs W TOJHOTEKCTOBAS
cupaBouyHas  0a3a  JIaHHBIX HAYYHBIX  W3JaHUN

https://dlib.eastview.com/

https://elibrary.ru/project_risc.asp

URL.: https://scholar.google.ru/

http://scopus.com




Mexnynapoanas ~ 0a3a  TOJHOTEKCTOBBIX
KypHaAIIoB Springer Journals
Poccuiickass T'ocymapctBeHHass OubIHOTEKA.
Karanoru
OnexTpoHHble pecypcbl Oubmuoreku MITY
uMm. ['.1. HocoBa

9 MaTepuajbHO-TeXHHYeCKOe o0ecriedeHrue TUCIHIJIHHBI (MOYJIs1)

http://link.springer.com/

https://www.rsl.ru/ru/4readers/catalogues/

http://magtu.ru:8085/marcweb2/Default.asp

MarepuanbHO-TEXHHUECKOE 00eCTIeYeHNE JUCIUTUINHBI BKIIOUACT:

YdeOHble ayAUTOPUH VIS TPOBEICHHS TUCTAHIMOHHBIX 3aHATUH JICKIIMOHHOTO THUIIA:

CTOJl KOMITBIOTEpPHBINA, CTOJ NUCHMEHHBIN, CTyJd O(UCHBIM, AOKyMeHT-kamepa Epson,
ucrtounuk Oecnepeboitnoro mwuranus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspelieHus, KOMIbIOTEp MepcoHaNbHbIH (THI 6), mpoekTop ViewSonicPJD7526W, cninkepdon
nacronbHbiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akyctudeckas
HACTOJIbHAs, CTepeorapHuTypa (MHKpO(GOH C IIyMOTIOJaBICHHEM), 3KpaH HacTeHHbBIH Digis
Optimal-C MW DSOC-11032*2

Y4eOHBIC ayIUTOPHH JUISI TPOBEACHHUS MPAKTUYCCKUX 3aHATHW, TPYIIOBBIX U
WH/IMBUYATbHBIX KOHCYJIBTAIMH, TEKYIIIEro KOHTPOJIS i IIPOMEXYTOYHOMN aTTeCTaIlIH:

CTOJl KOMITBIOTEpPHBINA, CTOJ NMUCHMEHHBIN, CTya O(UCHBIM, AOKyMeHT-kamepa Epson,
uctounuk Oecnepeboitnoro muranus POWERCOMIMD-1500AP, kamepa BBICOKOTO
paspelieHus, KOMIbIOTEp MepcoHaNbHbIH (THI 6), mpoekTop ViewSonicPJD7526W, cninkepdon
nacronpHbii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cuctema axyctuueckas
HACTOJIbHAs, CTepeorapHuTypa (MHKPO(GOH C IIyMOTIOJAaBIIEHHEM), SKpaH HacTeHHbIHDIQIS
Optimal-C MW DSOC-11032*2

[lomemienns Ans  caMOCTOSITENTBHOW — paboOThl  OOydYaloOIIMXCs:  MEpPCOHaJIbHbIE
kommbioTepsl ¢ maketom MS Office, Beixomom B MHTEpHET M € AOCTYIIOM B 3JICKTPOHHYIO
nH(POPMAITMOHHO-00Pa30BaATEIBHYIO CPEy YHUBEPCHUTETA.

[Tomemenne miusg  XpaHeHHUS W NPOQPHIIAKTHYECKOTO OOCTYKUBaHHS y4eOHOTO
000pyIOBaHUS: CTEIIAXKH JIJIs1 XpaHESHUsI YIeOHO-HATJISAHBIX TTOCOOUH U y4eOHO-METOIUUECKON
JOKYMEHTAI1H.



IIpuioxenue 1
Y4eOHO-MeTOAUYECKOE 0O0ecTeYeHHe CAMOCTOATeIbHOMH padoThl 00yYaromuXxcs

PA3JIEJI 1. ZOKYMEHTOBEJIEHUE KAK HAYKA

Ilpakmuueckoe 3a0anue Nel

1) NO3HAKOMHUTBCS C aKTYaIbHBIMU UCTOYHHKAMH, COJICPIKAIINE CTUXHITHO-CIIOKUBILIUECS
HOPMBI U ITpaBuiia paboThl C JOKYMEHTAMHY;

2) Hay4dyuThCS COCTaBIIATH 0030pbl MyOIMKAIMH HAa OCHOBE HAY4YHO-IPAKTHYECKUX
YKYPHAJIOB IO JIEJIONPOU3BOJICTBY U apXUBHOMY JIENY;

3) no3nakoMmutbes ¢ «l'eHepanbHbIM persiaMmeHToM» 1720 roxa u «Kpatkum ciioBapem
BHJIOB U PA3HOBUIHOCTEH JOKYMEHTOB» 1974 1.;

4) pPEKOHCTPYHpPOBATh COCTAB CHCTEM YIPABICHUECKOU AOKyMeHTanuu [leTpoBckoit
AIOXHU.

1. Ilpoananu3upoBaTh KOMIUIEKT T'OJOBON MOJNUCKU (II€YATHBIA WM 3JIEKTPOHHBIN
pecypc B cetd MHTepHET) 0JJHOrO M3 JKypHAJOB, YKa3aHHBIX B CIHUCKE, 3a JIIOOOW roJl U3 MsTu
MOCJIETHUX.

1. JlaTb XapaKTEepUCTHKY TEMATHKM CTaT€d W MAaTepuajoB KypHaJa.

OpueHTHpOBAaThCS MO KIIOUYEBBIM CIIOBaM, 3ar0JI0BKaM CTaTeH.

2. YcTaHOBUTH, UMEET JIM KYypHaJl CBOH cailt B cetu MHTepHeT (yKaszarb) u

MpeJIaraeT JIM OH AJIEKTPOHHYIO BEPCHIO (apXUB) CBOUX BBIITYCKOB.

3. [lonb3ysach  cHpaBOYHBIMM ~ JAaHHBIMM  KypHaJa, JaTh  OOIIyIO

XapaKTepUCTUKY aBTopaMm crareit (ykazatb @O, mecto paboThl U 10KHOCTD). Chenath

BBIBOJT 00 aBTOpax XK ypHAJIbHBIX ITyOJUKAIIHH.

4, CocTaBUTh KOHCIIEKT OJHOW W3 craredd (Ha BbIOOp). OOBEMOM cTaThu

JOJIKEeH OBITh HE MeHee 3-X )KYPHAJIbHBIX CTPAHUII.

Memoouueckue pekomenoayuu

AHanu3 KOMIUIEKTa TOJOBOW MOJMUCKH BBIOPAHHOTO KypHaja ClelyeT MPeACTaBUTH 8
6ude C6A3H020 MeKcmda, B KOTOPOM OyAyT OTpa)K€Hbl OTBEThl Ha BCE IMOCTABJICHHBIE BBIIIE
BOIIPOCHI, 1UOO 6 8UOe MADIULDL.

MHorue ©3 TEpEeYUCICHHBIX HIDKE IKYypHAJIOB MPEACTaBIEHBl B apXuBax Ha
COOTBETCTBYIOIIUX KYPHAIbHBIX CaliTax.

B ouenke maHHOro 3amaHus OCHOBHOE BHUMAaHHE YJENSETCS CIIOCOOHOCTU CTYJIEHTOB
YBUETh, C OJHOIM CTOPOHBI, THIIMYHOE M XapaKTepHOE ISl JaHHOTO MCTOYHMKA, C APYroH, ero
OCOOCHHOCTH U MPEUMYIIIECTBA.

[Ipy cocTaBieHMH KOHCIIEKTAa >KYpHAJIbHOM CTaTbU OILICHMBAETCS YMEHHE CXKUMATh
nH(OPMALIHIO, OCTABIISIS KIIOYEBbIe MOMEHTHI TEKCTa; COCTABJIATh KOHCIEKT OT 3-TO JIMIIA WU B
0e31M4HOM (popMme, eciih aBTOPOM CTaThH ObLT BBIOpaHa popMa Juaora ¢ YuTaTeseM.

Hrorossrii BBIBO/I o030pa MOJKET COJZIepKaTh PEKOMEHIAIU IO
HAYMHAIOIIUM JOKYMEHTOBEIAaM IO BO3MOKHOCTSIM HCHOJIB30BaHUS MHGOpPMAIMU M3 JAHHOTO
HCTOYHUKA.

Cnmcox KypHaJoB
«J1emonpon3BoaACTBOY,
«J1enonpou3BOJCTBO U JOKYMEHTOOOOPOT Ha MPEAIPUATHI,
«OTeyeCTBEHHBIE aPXUBBIY,
«BecTHHK apxuBHUCTa»;
«Cekperapckoe Jeno»,
«XOpouHil CEKpeTapby,
«Cexpetapb-pedepeHT»,
«CripaBOYHHK CEKpeTapsi 1 0(prCc-MEHEIKEPay,
«CoBpeMeHHBI! 0(uc-MeHeKep»,
0. «YTIpaBlIeHHE IEPCOHATIOM,
1. «Kanposoe neno»,

RBPBowoo~NoOrwNE


http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60592&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60522&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60559&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60524&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60540&displayformat=dictionary

12. «Kangposas ciyx06a»,
13. «KangpoBuky,

14. «CrpaBOYHMK KaJpOBUKaAY,

15. «Kanps! mpeanpuaTusy;

16. «MeHeKMEHT U KaJpbl»,

17. «Hayuyno-Texanueckas nHGpopManus»,
18. «bubnnorexkoBeeHuE.

2. Ilpountars «I'eHepanbHblii persmamMeHT» 1720 r.(cm. Xpecromarust k paszaeny 1).
Omnpenenutp, kakue chepbl rocyapCTBEHHOM IeSTENbHOCTH, 110 MHeHuIo [letpa I, HeoOxoaumo
ObUIO  YNOPS/I0OYMBATH C TOMOIIBIO JOKYyMEHTOB? Brwimucare cdepbl rocynapcTBEHHOU
JesITeLHOCTH B Tabnuity (cM. @opma tadmuiikl, cronoerr 1).

Onpenenuth BUIOBOM COCTaB IOKYMEHTOB JIaHHOW J3MOXU. BeinmucaTe Ha3BaHUS
BUJIOB IOKYMEHTOB IO rjaBaM (cToJoubl 2 u 4), a 3ateM, nojib3ysach «KpaTtkum cioBapem BUJIOB U
pazHOBUAHOCTEH NTOKyMEHTOB» 1974 1. (cMm. Xpecromatuss k pazzgeny 1) m «['eHepanbHbIM
peraaMeHTOM», paclpeieanuTh yKa3aHHblE BMJIbI U PA3HOBUIAHOCTH JOKYMEHTOB IO cdepam
roCy/1lapCTBEHHOW JeSITeIbHOCTH. 3aHECTHU JaHHbIE B TA0JIUILY.

JlaTb TOJNKOBaHWE BBIMHMCAHHBIM BHUJAM M PAa3HOBUIHOCTSAM JIOKYMEHTOB, IOJIb3YSICh
«Kpatkum croBapem ...»(cromaberr 3).

Haumeno Bun n CaoBapHoe onpejesieHue Ccebla
BaHMe cepbl |Pa3HOBHAHOCTH JOKYMEH BU/IA U Ka Ha IJIaBYy B|
rocy1apCcTBEHHO Ta PA3HOBUIHOCTH J0KYMeHTa 1o |«I'eHepajibHO
W 1esTeIbHOCTH «KpaTkomy cji0Bapo BUA0B 1 M
Pa3HOBHAHOCTEH 10KYMeHTOB»(19|perinamenTe»
74) 1720 1.
1 2 3 4

Tect k pazneny 1
1. Ykaxkurte BepHoe npoaokeHne Ggpasbl: 3aKoH 0OKyMEHMAUUOHHO20 OOPMIACHUA
COUUAILHO 3HAYUUMBLI COOBIMUTL Oelicmeyent ...
1. TonbKo W1 0(DUIMATBHBIX TOCYIAPCTBEHHBIX COOBITHS;
2. TOJBKO IJIS OOIIECTBEHHO-TIOJTUTUYECKUX COOBITHIA;
3. cyry0o Juisi IMYHBIX, CEMEUHBIX COOBITHIA,
4. nns moObIX COOBITHI, 3HAUMMBIX JIJIS1 OTJEIBHOTO YEIOBEKa WU TPYIIIBI JTIOCH.
2. [leiicTBUS 4esioBeKa (C MOMOILIbI) TEXHMKHM WM JPYTrHX CPeICTB) IO 3aHECEHHUIO
3HAYMMOH MH(OPMALMH HA MaTePHAIbHBIH HOCHTEIb HAa3bIBaEeTCsl
1. uHbOpMaTH3aIUCH;
2. JIOKyMEHTHPOBaHHEM;
3. JTOKyMEHTallMOHHBIM 00eCrieYeHUEeM yIpaBJICHHUS,
4. nenompou3BOICTBOM.
3. JIocJI0BHO € JIATBIHH CJI0BO «I0KyMeHT» (documentum) obo3nauaer:
1. 3amucek, mucats;
2. Oymara;
3. I10oTOBOD, 0053aTENHCTBO;
4. TUChMEHHOE CBUIETETHCTBO, 0Opa3ell.
4. TloHsiITHE «IOKYMEHT) SIBJISIETCH. ..
1. 00BEeKTOM JOKYMEHTOBEICHHUS;
2. mpeaMeToM JOKYMEHTOBEICHUS;
3. Ienbl0 JOKYMEHTOBEICHUS;
4. MCTOYHHKOM JIOKYMEHTOBECHHSI.
5. BpemeHnem BO3HMKHOBEHHS MEPBbIX IOKYMEHTOB MOKHO CUUTATH JMOXY:


http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/quiz/view.php?id=342966
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary
http://newlms.magtu.ru/mod/glossary/showentry.php?eid=60544&displayformat=dictionary

5500-3300 r. g0 HamIei >psr;
20 TBIC. J€T HA3aI;
988 r. (kpemuienue Pycu 1 mosiBJICHUE CIaBSIHCKOW MUCEMEHHOCTH);
CPEIHEBEKOBbE.
6 oas OTiie —3T10:
aBTOP MEPBOTO y4EOHUKA 110 JOKYMEHTOBEICHUIO;
OJIMH U3 OCHOBATEJICH HAyK IOKYMEHTOBEICHUE U MHPOPMATHKA;
YU€HBIH, KOTOPBIH BBEJI B 00MXO0J TEPMUH «IOKYMEHTOBEJICHUEY;
YUEHBI, KOTOPBI BBEJI B 0OUXO]] TEPMUH «ITOKYMEHT.
7 TenaeHuusi ynorpedasitb TEPMHHbI «1€JI0Basi OyMaray», «akrT», «1ej0» B PyCCKOM
sI3bIKEe BMECTO CJIOBA «JIOKYMEHT)» COXPaHSJIACH:
1. 101720
2. 1o XIX Beka;
3. 10 20-xr1r. XX B.;
4. no 30-x rr. XX B.
8. TunuyHble PYHKIUN MEHETKMEHTA OTPAKEeHbI B MOHSATHH:
1. ympaBneHdeckas cucTeMa JOKyMEHTAIUs;
2. OpraHM3aIMOHHO-IIPABOBAs JJOKyMEHTAITHUS;
3. (¢uHAHCOBAs TOKYMEHTAITHS;
4. yHupuuMpoBaHHAS JOKYMEHTAIUS.
9. CoBpeMeHHasi YHM(UIUPOBAHHAS CHCTeMa JOKYMEHTAIlUM Y4YTeHa WU
CHCTEeMAaTH3MPOBAaHA B...
1. OKVY[;
2. crangaprax 1SO;
3. mocranoBnenusx UK u CHK;
4. «I'enepanpHOM pernamente» 1720 T.

10. KT0 njin 4T0 3aCTaBUJI CO BpEMEHEM 0TKA3aThC OT TEPMHMHA «/1eJ10Basi Oymaray,
OPHEHTHPOBAHHOI0 HA MaTePHAIbHbIN HOCUTEIb, H MePedTH K TEPMHHY «10KYMEHT»?

1. Oxtsa6psckas pesomtonus 1917 1.5
2. TexHudeckuii mporpecc;

3. Iloab Otine;

4. TlocranoBnenne [IUK u CHK.

11. Haiizute mnpaBUJIbLHOe TNpoAo/KeHHe (pa3bl «B  npouyecce ceoe2o
dynkyuonuposanus 6 ooduiecmee OOKYMEHM MOMHCEm NPOXOOUMb HECKOIbKO Ccped —
onepamusHyI0, pempocneKmuGHyIo u...

1. mpodunakTuyeckyo;

2. TPOTHOCTHYECKYIO;

3. COrJIacoBaHUS U YTBEPKIACHUS,

4. apXWBHOTO XpaHEHHUS.

12. C TakumMH HayKaMH, KaK apXUBOBeJeHHEe, KHUTOBeleHue, On0/IMoTeKoBe/AeHHe,
oubdauorpagoBenenne, Teopus HHpopMaUUH, JAOKYMEHTAJMCTHKA, TOKYMEHTOBeJIeHHE
uMeeT o0mMii/-yro/-ue:

»wne

Mwne

1. mens

2. 00bBeKT;
3. mpeaMmer;
4, 3agaun.

13. CoBOKYNHOCTH MPHEMOB M ONEPANHil MO3HAHUS M NMPAKTHYECKOW AeATeTbHOCTH
WIH CHoco0 [OCTHKEHHUsI ONpeNeJeHHBIX Ppe3yJbTAaTOB B TMO3HAHMM W TPAKTHKeE
Ha3bIBaeTcs...

1. cpeactBom;

2. crmocoboM

3. MeToa0M;

4. o0beKToM.



14. Ykawxure meron, koropsiii HE OTHOCUTCSH k Merogam aHaiaum3a TeKCTa
AOKYMEHTA.

1. KOHTEHT-aHAJIN3;

2. METOJ KCIIEPTHBIX OLICHOK;

3. Metoa GOpMYISIPHOTO aHAIIN3a,

4. JVHTBUCTUYECKAs DKCIIEPTH3A.

15. K uncay oomenayunnsix meroaos HE OTHOCHUTCA:

1. cumcTeMHBII;

2. MOJICITMPOBAHWS;

3. HaOmoneHus;

4. KOHTEHT-aHAJIU3.

16. BaxxHeiimM 001IeHAYYHBIM METOA0M /1Jisl JOKYMEHTOBE/IeHUs ABJISIETCS. ..

1. xnmaccudukanms;

2. METOJ] HCTOYHUKOBEIIECKOTO UCCIICIOBAHUS

3. anamm3a rpadUUeCcKUX JaHHBIX JTOKYMEHTA,

4. KOHTEHT-aHAJIU3.

17. Mocaennue necsiTUIETHSI TOKYMEHTOBeJeHHE CTPEMUTCS K TOMY, YTOObI CTATh
MEKTUCUMIIIMHAPHOH, CcOOMpAaTe/JbHOH HAYKOW M €O31aTh TEOPUI0 O [OKyMEHTe H
AOKYMEHTHOM KOMMYHUKAIMM VIS PelleHUs] NMPAaKTHYeCKUX 3a/1a4 B KOHKpPeTHOM cdepe
JOKYMEHTHOH JesiTejibHOCTH. Kakoe Ha3BaHue mnpemaraercss Yy4YeHbIMH IS JTOi
o0o0maouei HaAyKu?

1. noxymeHTOJIOTHS;

2. (QoHIOBEICHNUE;

3. HCTOYHHKOBEIECHHUE;

4. maneorpadus.

18. okymenToBenenue, mo mueHuo H.C. JlapbkoBa, 10/I2KHO U3y4aTh ...

1. BCIO COBOKYNHOCTH JOKYMEHTOB, BOSHUKAIOIIUX B JIESTEIILHOCTH Pa3BUTOrO OOIIECTBA;

2. TOJBKO YNPaBICHYECKYIO U MPABOBYIO JOKYMEHTAIUIO;

3. TOJBKO TEXHUUYECKYIO JOKYMEHTAIIHIO;

4. BCIO JOKYMEHTAIIMIO, BO3HUKAIOILIYIO B OPraHU3alIUsX.

19. OTHOCATCS 1M HOPMATHBHO-METOAUYECKHE AKThl K HCTOYHUKAM, H3y4YaeMbIM B

JOKYMEHTOBeIeHNH?
1. Ja.
2. Her.

3. Mla, HO TOJBKO MOCIE MPEKPAIIEHUS UX JICHCTBHUS.
4. ]Jla, HO TOJIBKO JICHCTBYIOIIME B HACTOSALINA MOMEHT.

20. Pacnos1oskuTe B XpOHOJIOTHYECKOM NMOPSIAKE CJIeayoIue HOPMATHBHO-TIPABOBbIE
aKTBI:

1. TeHepasbHBIN pErIaMeHT;

2. TocynapcTBeHHas cucTeMa JJIOKyMEHTALMOHHOTO 00ecreueH s YIpaBiIeHus;
3. Hexper CoBHapkoMa «O HOpsIKE YTBEPKACHUSA U OIYOJIMKOBaHUS 3aKOHOBY;
4. OO01ee yupexaeHne MUHUCTEPCTB.

21. Ilo Ha3BaHUIO oNpefeIuTe, K KAKOMY YPOBHI0O HOPMATHBHO METOANYECCKOH 0a3bl
JAOY m™oxnHo Ob10 Obl oTHecTH Ilpuxaz Munucmepcmeéa Kyabmypsl U MAcco6blx
Kommynukayui Poccuiickoit @edepayuu om 8 noaopa 2005 2. Ne 536 (2. Mockea) «O munoeoii
UHCMPYKYUU RO 0eS10NPOU3E00CMEY 6 (hedepanbHblX OPeanax UCnOJIHUMENbHOU 614CMUY»

1. TlpaBoBble aKThl, U3/1aBacMble BBICHIMMU (eaepalbHBIMM OpraHaMH 3aKOHOJATEeNbHOU
BJIACTH U yIIPaBJICHHUS.

2. IlpaBoBble aKThl, M3/7aBaeMble BBICHIMMU (elepalbHbIMH OPraHaMU HCHOJIHHUTEIbHOM
BIIACTH.

3. IIpaBoBble aKkThl, M3/1aBaeMble OpraHAMU 3aKOHOJATENLHOM M HMCHOJHUTENBHOM BIacTH
cyobexkToB PO u TepputopranbHbIX 00pa3oBaHuUi.

4. TlpaBoBble aKThl HOPMATHBHOTO M MHCTPYKTHBHOro xapaktepa no JIOVY, uznaBaembie



1.
2.
3.
4.

PYKOBOJCTBOM KOHKPETHBIX IIPEANPUATHI U OPraHU3aLUi.
22. Ilponoskute ppasy: «I'CAOY nawna ceoe npodonsicenue...»
B poccuiickux 'OCTax;
B cranjaptax [SO;
B (penepanpHbIX 3ak0HAX PD;
B THUNOBBIX MHCTPYKLMSIX IO JI€IOIPOU3BOJICTBY.
23. lpononxure ppazy «llo ceoemy cmamycy MCTOYHMKH, COJep:Kaliue HOPMBbI M

npasuJjia paﬁoTI)I C JOKYMEHTaAMHU, JCJIATCA HA ABE€ I'PYIIIIbI...»

1.

2.

w

HUCTOYHUKH, 3aKOHOAATCIBHO PCTIIAaMCHTHPOBABIIMC KOTAAa-TO WJIM PETJIAMCHTUPYIOIIUC
I10 HacTosIIee BpeMs paboTy ¢ JOKYMEHTaMU;
AKTYaJIbHBIC HCTOYHHUKU, oTpaxkaronue COBpCMeHHLIﬁ OIIBIT, Tpaauuuunu
JIEIOTIPOU3BO/ICTBA M HETIOCPEICTBEHHO BIUSIONINE HA MPAKTUKY paOOTHI C TIOKYMEHTaMU;
yCTapeBIINEe UCTOYHUKH, UMEIOIINE TOJIBKO HaYYHYIO, HCTOPUKO-KYJIBTYPHYIO IIEHHOCTE;
HUCTOYHUKH, COACPIKAIINC CTUXHIHO CIOKUBIITHECS HOPMBI W IIpaBHJIa, OTpPaAXKAIOUIUC
Tpagulvuu 1 HpaKTI/I‘-ICCKI/Iﬁ OIIBIT ACJIOIIPOMU3BOJACTBA.

24. Tlpoposxute ¢pazy «llo cmenenu enuanus HA COBPEMEHHYI0 NPAKTUKY

HCTOYHUKH, COJepiKalllie HOPMbI M NpaBUia padoThl C JOKYMEHTAMH, JeJSITCA HA JBe
rpyHNbl...»

w

1.
2.
3.
4.

wnpe

1. wucrouHuKH, 3aKOHOJIATEIHHO pErIaMeHTHPOBABIIINEC KOTJa-TO WIH
perIaMeHTUPYIOIIHE TI0 HACTOAIIEE BpeMs padoTy C TOKYMEHTaMU;
2. aKkTyaJbHBIE HWCTOYHUKH, OTPAKAMOIIAE  COBPEMEHHBIM  ONBIT,  TPATUIUH

JEIIONIPON3BO/ICTBA;
3. ycrapeBmIMe WCTOYHHKH, WMEIONIME TOJBKO HAyYHYIO, HCTOPHKO-KYIBTYPHYIO
LIEHHOCTb;

4. VCTOYHHKH, COJEPKAIINEe CTUXUHHO CIIOKHBIIKECS HOPMBI U MpaBuia, OTPasKaone
TpaIuIUU U MPAKTUYECKHUI OMBIT JEIIOTPOU3BOACTBA.
25. K xkakoi kaTeropuu/siM HCTOYHUKOB OTHOCATCH NUCbMOBHUKHU U GOPMYJISIpHUKHU?

HCTOYHHUKHU, 3aKOHOJIATENIbHO PErJaMeHTHPOBABILINE KOTJAa-TO WM PEerjJaMeHTHUPYIOLIUe
10 HacTosIIee BpeMs paboTy ¢ JOKYMEHTaMU;

aKTyajlbHble ~ HCTOYHHMKH,  OTPAXKAaIOIIME€  COBPEMEHHBIH  OMbBIT,  TPaJUIHIH
JIeJIONPOU3BO/ICTBA;

ycTapeBIINe HCTOYHUKH, UMEIOLIUE TOJIBKO HAyYHYI0, UCTOPUKO-KYJIBTYPHYIO IIEHHOCTb;
HCTOYHUKHU, COJIEpKaIllNe CTUXUUHO CJIOXKUBLIMECS HOPMBI M IPaBUIIA, OTPa’KaIOILIUe
TpaJUuIUHU U MPAKTUYECKHUI OMBIT JEIONPOU3BOACTBA.
26. ®opmyJisipHbIe U3BOAbI MO3BOJIMJIM CO31ATh...
rocy/apCTBEeHHbIE CTaAHIAPTHI,
TUTIOBBIE UHCTPYKIIHH,
MMMUCbMOBHUKH,
(bopMyISIpHUKY.
27. T'ocynapcTBeHHbIe CTAHAAPTHI 110 padoTe ¢ JOKYMeHTAMHU MOSIBUJIUCh...
B XV Beke,
B XVII Beke,
B XIX Beke,
B XX Beke.
28. K kakoii KaTreropmm/iM MCTOYHMKOB OTHOCHTCH KypHaad «CHpaBOYHHUK

cekperaps 1 opuc-MeHeKepa»?

1.

2.

w

HUCTOYHUKH, 3dKOHOAATCIIbHO PETIIAMCHTUPOBABIINEC KOTAa-TO WJIN PETJIAMCHTUPYIOMIUC
110 HACTOAIICC BpEMs paGOTy C IOKYMCHTAMH,

AKTYyaJIbHbIC HCTOYHHUKH, OoTpaxkaronue COBpCMCHHLIfI OIIBIT, Tpaauuunu
ACIOIMIPON3BOACTBA,

YCTAapCBIINEC UCTOYHHUKHU, UMCIOIIIUC TOJIBKO HAYUYHYIO, HCTOPUKO-KYJIbTYPHYIO HCHHOCTD,
HUCTOYHUKH, COACPIKAIINC CTUXUMHO CIIOKHBIIHECS HOPMBI W IIpaBHJId, OTPAXKAIOIIUC
Tpagullu 1 HpaKTI/I‘-ICCKI/Iﬁ OIIBIT ACJIOTIPOU3BOACTBA.



29. Eciim HOPpMATHBHBII JOKYMEHT Ha3bIBAETCH «THIOBASl MHCTPYKIUSY, «THIOBOM
perjiaMeHT»  MJIH  «THUNOBasi  HOMEHKJATYypa  JeJ», K  KaKOMy  YPOBHIO
HOPMATHBHO-METOANYECKOM 0a3bl cjIeAyeT ero OTHeCTU?

1. mpaBOBBIC aKThI, U3ABAEMBIC BBHICIIMMHU TOCYIApPCTBEHHBIMH OpraHamu QeaepalbHON
3aKOHO/IaTENIbHOM BJIACTH U BBICIIMMH OpraHaMH YIIPaBJICHUS;

2. TpaBOBBIC aKTHI, H37aBacMble (eIepATbHBIMU OpraHaMU UCTIOJTHUTEILHOU BIIACTH,

3. TpaBOBBIC aKTHI, U3J]ABACMbIC OpraHAMH 3aKOHOIATEIHLHOW M HCIIOJHUTEIBHON BIIACTH
cyobexToB P® 1 nx tepputopraibHbIX 00pa3oBaHUil;

4. mpaBOBbIE aKThl, U3JJaBAEMbIC PYKOBOJICTBOM IPEANPUITHI U OpraHU3aIui.

30. YkaxkuTe YpPOBEHb/H HOPMATHBHO-METOIAMYECKOH 0a3bl, KOTOPbIii/ble MOKHO
pa3aeJuTh Ha JBe MOArpynnbl — «00lIHe TPAaBOBble W HOPMATHUBHbIE AKTbD) U
«cnenuagbHble (Y3KOBeIOMCTBEHHbIE) MPABOBbIE AKTHD».

1. mpaBoOBBIE aKTHI, M3/IaBa€MbI€ BBICIIMMHU TOCYIapCTBEHHBIMH OpraHamu ¢eaepanbHON
3aKOHO/IaTEeNILHOM BJIACTH M BBICIIMMH OPTaHAMHU YIIPABJICHUS;

2. TIpaBOBBIC aKTHI, H3aBacMble (eIepaTbHBIMU OpraHaMHu UCTIOJTHUTEILHOU BIIACTH,

3. TpaBOBBIC aKTHI, U3J]aBaCMbIe OPraHAMH 3aKOHOJATEIHLHOW M HCIIOJIHUTEIBHON BIIACTH
cy0bexToB PD 1 nx TepputopraibHbIX 00pa30BaHUI;

4. mpaBOBBIE aKThI, H3/JaBA€MbIE€ PYKOBOJICTBOM MIPEANPUATHA U OpPraHU3aIii.

31. Ykaxurte, Kakue HOPMATHBbI SIBJSIIOTCH 00513aTeJbHBIMU ISl HCIOJHEHUS
padOTHUKAMH OPraHU3aluM.

1. TlpumepHast HHCTPYKIUS 10 JACJIOMPOU3BOICTRY.

2. VHCTpyKIHS 1O ASTOTPOU3BOACTBY OpraHU3aIUH.

3. TocymapcTBeHHBIH cTaHAApT.

4, ®denepanbHBIN 3aKOH.

32. VYkaxute, B KaKOil H3 TMPeACTABJIEHHbIX TPyNn HOPMATHBHO-NMPAaBOBBIX
AOKYMEHTOB, HA3BAHbI AKThI 0JJHOT0 YPOBHS.

1. mocTtaHOBIEHHS TMpaBUTENbCTBA CyOBbeKTOB P®D, THUMOBOE MON0KEHHE, WHCTPYKIUH
(mpaBmia) 1Mo JAENOTPOM3BOJCTBY OpraHU3aMH, Tabeaun YHUGDUIHMPOBAHHBIX (opM,
aTbO00MBI OJIAHKOB, TIOJIOXKEHHSI O JIEJOTPOU3BOJICTBE, O padoTe ¢ MEePCOHATLHBIMU
JTAHHBIMU;

2. Konekchl, (enepanbHble  KOHCTHUTYIMOHHBIE  3aKOHBI,  (elnepaibHble  3aKOHBI,
MIOCTaHOBJICHUS IPAaBUTENbCTBA, YKa3bl [Ipesunenta PD;

3. Kozekchl, (enepanbHble  KOHCTHUTYIMOHHBIE  3aKOHBI,  (elnepaibHble  3aKOHBI,
MIOCTaHOBJICHHS IPABUTENLCTBA, YKa3bl [Ipesunenta PO, nocraHoBieHNs MPAaBUTEIbCTBA
cyonbekToB PD, mocTaHOBICHUS TJIaB aIMUHUCTPAIINN;

4. TOCTaHOBJIEHHMS  TpaBUTENbCTBA  CyObekTOoB  P®D,  KOomekcel,  (QenepanbHbie
KOHCTUTYIIMOHHBIE 3aKOHBI, (hefepaibHble 3aKOHBI, TMOCTAHOBJICHHUS MPABUTEILCTBA,
yka3el [Ipesunenta P®, wHCTpyKuMs MO JEIONPOU3BOJCTBY OpraHHU3alUH, Tabelb
YHUPHUIIMPOBAHHBIX (POPM, alTbOOM OJIaHKOB.

33. 'OCTpsl, peraamentupyomue J0OY, Hocsar B PD...

1. 00s13aTeIbHBIN XapaKTep;

2 pPEKOMEHIaTENbHBIN XapaKTep

3. obecreunBaroIfii XapakTep;

4 UH(GOPMAIMOHHO-CIIPABOYHBIN XapakTep.

PA3JIEJI 2. ITOHATHUA "MUHOOPMALMA" N "JTOKYMEHT"

Tema 1. IlonsiTue «MHGOpPMaLUA» U €€ POJIb B COLMAIBHBIX M S3KOHOMUYECKUX MpoIieccax.
Crnenuduueckue 4epThl JOKYMEHTHPOBAHHOHN MH(OpMaIH

Tema 2. Ilonsatue "noxyment". IIpusHaku u cBolcTBa JOKyMEHTA

Tema 3. OCHOBHBIE CBOMCTBA JOKYMEHTOB



Tecr k pazneny 2
[Ipaktuueckoe 3aganue No2

I[IpakTHyeckoe 3agaHue 2
1.0npenenute cnenuaibHbie PYHKIIUH CIETYIONIUX TOKYMEHTOB:

— kymyas kabana Huxutel Kosnosa Ha xonona MBana I1aBmoBa 23 mast 1494 r.;

— pamopt reHepan-npokypopa Cenatra W.IO. TpybGeuxoro ummneparpuie EnmzaBere
[TerpoBue o mpuesne B [lerepOypr u3 SApocnasns TeaTpabHOM Tpynmbl ¢.r. Bonkosa 3 despans
1752 r.;

— nexkper CHK "O mpaBumiax mnoAmnucaHus ACHEXKHBIX Oymar, JTOKyMEHTOB, OPJEpOB,
OTHOIIIEHUM, CIIPaBOK U T. I." oT 12 nexadps 1921 r.;

- nocranoBienne BIIMK u CHK PCOCP "O mnopsnke noiab30BaHUS MEYATIMH C
rocynapctBeHHbIM repooM PCDOCP" ot 15 nexabps 1936 r.;

— moctanoBieHuss I[K KIICC u Coera wmmaucTepctB CCCP "O wMmepax 1o
COBEPIIICHCTBOBAHUIO U y/ICUIEBIICHUIO anmapara ynpasieHus" ot 13 oxtsaops 1969 r.;

— Yxka3 [Ipesunenta PO "O BHeceHnH U3MEHEHH U JoToJIHeHU B [lo1okeHune o mopsiake
paccMOTpeHust BOIPOCOB TpaxkaaHcTBa PD" ot 27 nexadps 1993 r.;

— Vka3 [Ipesugenta PO "O crpykType ¢eaepanbHbIX OpraHOB UCIIOJTHUTEIBHON BiiacTh"
ot 11 suBaps 1994 r.;

— ®enepanbHblii 3ak0H "OO0 wHGOpManK, WHPOPMAITUOHHBIX TEXHOJIOTHSIX M 3aIUTE
naopmaruu" 2006 . Ne 149 —D3;

— FOMopuctuueckuit xypHan «Kpokoaumn»;

— DK3aMeHaIOHHAs BEZJOMOCTb.

Memoouueckue pekomenoayuu
[Ipu onpenenenun pyHkumii moap3oBathess Tabmumeir Ne 5 (CrnenmanbHble QYHKIIUN) B
TEOPETHUYECKOM pazzene 3.
[Tpu ykazanuu HyHKIUH TPUACPKUBATHCS CIIEAYIOIIEH TIOCIeJ0BATEIIbHOCTH:
a) BBISIBUTH UCXOJHYIO (DYHKIMIO TOKYMEHTA, TO €CTh ONPEACIUTh LENb (PUKCUPOBAHHUS
nH(pOpMAIIMK HA MOMEHT €T0 COCTaBJICHUS;
0) OTMETHTb, KaKue PYHKIMH JOKYMEHT MOJKET BBITIOJHITh  CErOIHS.

2. [IpuBecTH 1o 2 npuMepa peaabHO U3JAHHBIX JOKYMEHTOB, 00JIaAal0LIUX CIEAYIOIUMU
CeLUabHBIMU (DYHKIUSAMU:

- YIIPaBJIEHYECKOU,

- TIPABOBOM,

- I03HABaTEJIbHOM,

- OOLIEKYIbTYPHOM,

- y4era,

- pa3BieKaTeIbHOM.

Memoouueckue pexomenoayuu 2

IIpumepbl JTOKYMEHTOB, BBINOJHAIOUIMX YKa3aHHbIE BbIMEe (DYHKIMH, JOJIKHBI
CONPOBOXKJATbCA ~ YKa3aHHMEM BHJa JOKYMEHTA, 3arojioBka M JaThl ero u3jaaHus. MoxHO
MIPUBECTH NMPUMEPHI JOKYMEHTOB PAa3JIMYHBIX HCTOPUUYECKUX IMOX.

3. Cenatb TEKCTOBOE ONKCAHKE OJHOTO JII000T0 yepTexa (cxembl / rpaduka / iuarpaMmmbl
(TexHuyeckoro nokymeHTa). CpaBHUTh CKOPOCTb BOCHPUATHS HH(POPMALMH B TEKCTOBBIX U
TEXHUYECKUX JJOKYMEHTaX.



Memoouueckue pexkomenoayuu 3

[TonoOpath M TPUIOKHUTH B KadeCTBE MJUIIOCTpAaUUU oOpaser Jro00ro HeOOJBIIOTo
TEXHUYECKOTO JIOKyMEHTA, MPEACTABIISAIONIET0 CO00M YePTEkK MIIM CXEMY PACIIOJIOKEHHS YacTei,
00BEKTOB M T.II., TpaduK, AUATPAMMY H MPOY., HAIPUMEP, YEPTEK HEOOJIBIIOTO U HECIOKHOTO
YCTPOKMCTBA, CXeMY IPOe3/ia WK MOXKAPHOU IBAKyaIHH.

[TompoOyiiTe coCTaBUTH TEKCT, MEpeAaronuii MHPOPMALNIO TEXHUYECKOTO JOKYMEHTa
TEKCTOBBIM CIIOCOOOM.

CpaBHHTE BpeMs, 3aTpaueHHOE Ha BOCTIPOM3BEIeHIE HHPOPMAIIMU B KOKIOM CIIydae.

[TompoOyiiTe 0OBSICHUTH MPEUMYIIECTBA TEXHUIECKON JOKyMEHTAIMU 10 CPABHEHHIO C
TEKCTOBBIM OIMCAHUEM.

4. IpuBenute mpuMep MUKTOrpaMmbl. K kakomy crmoco0y JOKyMEHTHPOBAHHUS OTHOCHTCS
nukrorpagus?
Memoouueckue pexomenoayuu 4
Crioco0 poxkymeHTHpoBaHus omnpenenstb o kinaccupukanuu H.C. JlappkoBa (cMm.
XpecTomaTus K pasneny 3.)

Tect k pazneny?2
IIpome:kyTounbIi TeCT 2. OCHOBBI JOKYMEHTOBEACHUSA
Buumanue! Ilpasunbrolx omeemog modicem Oblmb HECKOIbKO.

1.CioBo «unpopmanus» (informatio) 6ykBajabHO € JATHIHA NEPEBOIUTCS KAK:

1) ‘3HaHuMe, MOHUMaHHE ;

2) ‘pa3bACHEHHE, U3JI0KEHNE, OCBEIOMIIEHHOCTS ;

3) ‘nmaHHBIC, CBEICHUS, COOOIIECHNUS ;

4) ‘MOKYMEHT, 3aIiCh, JOKA3aTeIbCTBO .

2. B oreyecTBEHHOM 3aKOHOJATEJILCTBE CeroJHsl MPUHATO cJieAylollee omnpeaeleHue
NOHATHA «HHpOpMaAH»:

1) 3HaHUS O MpUpPOIe U OOIIECTBE;

2) HeMpepbIBHOE U3MEHEHHUE (JIBIKEHUE) U B3aMMOJCHCTBHE MAaTEPUATIbHBIX OOBEKTOB;

3) o6o3HaueHue cojepxaHUs, MOJYYEeHHOE HaMU U3 BHEIIHEro MHpa B Ipoliecce
MpHUcnocabIuBaHus K HEMY HAC M HAIllUX YyBCTB;

4) cBeaeHus (COOOIICHHMSI, TaHHBIE) HE3aBUCUMO OT (POPMBI UX MPECTABICHUSI.

3. Kakum croco0oM 4esioBek mojiy4yaer HHGOpMauuio u3BHe?

1) BocipuHUMaeT OpraHaMu 4yBCTB (C MOMOIILIO IEPBON CUTHATBHOW CUCTEMBI);

2) BOCIIPUHUMAET PEUYEBbIE CUTHAIIBI (C TIOMOIIIbIO BTOPOW CUTHATBHOU CUCTEMBI);

3) undopmanus XpaHUTCS B MO3Te YEJIOBEKa, U OH €€ IPOCTO BCIIOMHUHAET;

4) ¢ MOMOUIBIO YUUTEJICH U POIUTEICH.

4. Ykaxxurte BepHoe npoao/ukenue ¢ppasnbi: «Hugopmayus —smo ...»

1) marepus;

2) sHeprus;

3) MaTepust ¥ PJHEPTHs OJJTHOBPEMEHHO;

4) He marepusi M HE SHeEprus, a 3auKCHpOBaHHBIE Onarojaps MaTepuud H3MEHEHUS
COCTOSIHUSI MaTepUHU U SHEPTHUU.

5. MaTepuajibHOCTE HH(POPMALMH NPOABJIAETCA B TOM, 4TO...

1) uapopmarus 1 ecTb MaTepus;

2) undopmanus — 3T0 SHEPTHUs, a SHEPTUs MaTepHUaIbHa.

3) undopmarnus GUKCHUpPyeTCs OpraHaMy YyBCTB WM APYTUMHU CIOCOOAMU pPEruCTpalvu
MaTepHH, a ClIeJIOBaTeIbHO, CBA3aHa C HEll;

4) uadopmarius — 370 3aUKCHPOBAHHBIE U3MEHEHUS COCTOSIHHSI MATEPUU U SHEPTUH, 2 OHU
MaTepHUaIbHBL

6. Kak Ha3bIBaercsi cBOiicTBO HH(OpMAIUM, NPOSIBJsSIOIIEecsi B TOM, YTO OHA
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(undopmanms) mnepegaercs M oOpadaTbiBaeTcsl 4eJ0BEKOM IOPLUHMOHHO, OTAEJbHBIMH
co00meHusAMHU ?

1) NHBapUaHTHOCTB;

2) NTUCKPETHOCTB;

3) CTPpYKTYpUPOBAHHOCTb;

4) 4aCTUYHOCTb.

7. CeMmaHTH4YeCKHUI (CMBICJIOBOII) XapakTep HHPOPMAaLU NPOSIBJISAETCS B TOM, YTO...

1) uadopmanus nepenaeTcs B BUAC OTACTHHBIX COOOIICHMIA,

2) mocneaoBaTeNIbHO KOJIUPYETCS;

3) Bcerzia MeeT Kakoe-TO Ha3HaueHUe, 1eib, 3a7a4y;

4) ucrnosb3yeTcsi OTJAEIbHBIM YEJIOBEKOM UJIH COLIMYMOM.

8. Mo:xet Jin JokymeHT coaepxatb HEcounanbuyo undpopmannio?

1) na, Tak ObIBaeT Bcerna;

2) na, B HEKOTOPBIX CIIydasiX, Hal[pUMep, KOrjaa TOKyMEHT NepeHa3HayeH JUIsl IPOYTEHUs He
YeJIOBEKOM, a MaIlIMHOM;

3) Her, TONBKO B cCiydasX, Korja WHGoOpMalus He MpeAHa3HaueHa [UIsl IIMPOKOTO
WCIOJIb30BAHUS U TUPAKUPOBAHUS;

4) HeT, TOT/1a ATO HE TOKYMEHT.

9. sIBasieTcs JIM KJIE€TKA KMBOI0 OPraHU3Ma JOKYMEHTHPOBAHHOW uHpopmanuei?

1) ma, tak kak oHa conepxxut uHpopmammio ([HK) 3anecenHyro Ha MaTepuanbHBIH
HOCHTEIIb;

2) na, BCe B MUPE COAEPKUT UH(DOPMALINIO;

3) HeT, Tak Kak 3Ta nH(OpPMaIUs HE COLUANbHA;

4) HeT, Tak KaK KJIeTKa HE MaTepusl.

10. Ykaxute BepHoe nepeyncjieHre CBOMCTB JOKYMEHTHUPOBAHHOI MH(OpMaIlUH.

1) wMeeT CEeMaHTHYECKUH XapakTep, KOTUPYETCS CHCTEMOW CHMBOJIOB U 3HAKOB,
CTPYKTYpUpOBaHa M TNEPENaeTCs TUCKPETHO, CBS3aHAa C MaTEPHAIBHBIM HOCHUTENIEM, HOCHUT
COIIMAJIBHBIN XapakTep;

2) XpaHUTCSI B MO3Te YEJIOBEKa, KOAUPYETCS CUCTEMON CHMBOJIOB M 3HAKOB, €i MPHUCYIIN
MHBAapUAHTHOCTb, YACTUYHOCTB;

3) CTpyKTypupoBaHa U MeEpeAaeTcss AUCKPETHO, MPEACTaBIseT COOON MaTepuio WM
SHEPTHI0, UMEET CEMAaHTUUYECKUN XapaKTep;

4) wuMeeT COLMAIbHBIA W CEMAHTHUECKUW XapakTep, 00JagaeT WHBAPHUAHTHOCTHIO,
KOJIUPYETCS CUCTEMOM CUMBOJIOB U 3HAKOB.

11. IIpomosxkure ¢pa3y: «Tepmunbl «OoKymMenmuposannaa wuHpopMauus» U
«Q00Kymenmuasa uHGOpMaLusD) ...»

1) HU4YeM apyr OT JIpyra He OTIUYAIOTCS U SBISIOTCS MOJHBIMA CHHOHHUMAMH.

2) coaepKat MPOTUBOTOJIOKHBIE MOHSITHS,

3) pa3nuyHBl MO MOHATUHHOMY O0BEMYy, TaK KaK HE BCSKas <«JOKyMEHTHPOBaHHAs
uHbOpMAaLIU» SIBISIETCS «IOKYMEHTHOWY.

4) TmNOHATHE «IOKYMEHTHpOBaHHAas WHoOpMaIUsS) IIUPe TMOHATHS «IOKYMEHTHAs
uHpopMalKa», TaK KaK yKa3blBaeT HE TOJIKO Ha HaJM4ue HJeaNbHON (MH(POPMAIIMOHHOMN)
COCTAaBJISIOLIEH, HO U Ha HAJTMYME MaTEPUAIbHOTO HOCUTEISL.

12.  VYkaxure  CBOWCTBO  [IOKYMEGHTHPOBAHHOM uHpopmanum, KOTOpOe
HE ABJISIETCA o0s13aTe/ibHBIM.

1) omepaTUBHOCTS;

2) OAHO3HAYHOCTH TOJKOBAHUS;

3) 1OCTOBEPHOCTH;

4) 0UIUATBHOCTD.

13. M0:KHO JIM CUUTATH JOKYMEHTOM YeJI0BEKAa, c/1eJIaBIIero TAaTyupoBKY Ha Teje?

1) HeT, Tak Kak OH HE SABJISETCS MaTepUaIbHbIM HOCUTENIEM;

2) HeT, TaK Kak OH He COJIEPKUT UH(POPMAITUH;

3) HeT, Tak Kak 4eJIOBEeK He MpeJHa3HaueH JJIs XpaHEHUs], 00IECTBEHHOTO HCIOIb30BaHUS



U IIepejaul BO BPEMEHU U IPOCTPAHCTBE;

4) na, TaK KaK 3TO MaTepUaIbHbIi 00BEKT, C 3aHECEHHON Ha HEro (Croco00M MPUIyMaHHBIM

YeII0BEKOM) COIUATBHOMN MH(OPMAITHECH.

Y4

14. HazoBute 1u¢pepeHuuaibHbie NPU3HAKU T0KyMeHTa?

1) Hanmyre MHPOPMALMOHHONW U MaTEPUATBHOM COCTABIISIOIINX;

2) CTPYKTYpHOCTh IOKYMEHTA;

3) MOUTMHHOCTB;

4) HyHKIMOHATBHOCTH IOKYMEHTA.

15. Haiiiute BepHOe npoaoskenue ppaspli: «OpUrnHAIBLHOCTh JOKYMEHTA SIBJISETCSA

1) cymectBeHHBIM (MU PepeHnaTbHBIM) MPU3HAKOM, TaK KaK XapakTepHa ISl BCEX BHJIOB

" TUIIOB JOKYMCHTOB;

2) cymiecTBeHHBIM (G depeHIaTbHBIM) CBOUCTBOM, TaK Kak HEOOXOMMa YEIIOBEKY B €r0

MPAaKTUYECKOM KU3HU;

3) HCECYIICCTBCHHBIM IIPU3HAKOM NOKYMCHTA, TAK KaK YCJIOBCK B ﬂGﬁCTBHTGJ’IBHOCTH nUMeeT

ACJI0 HC TOJIBKO C OpUIriHaJIaMU IOKYMCHTOB, HO U C X KOIIUAMU;

4) HecylIeCTBEHHBIM, TaK KaK BCTPEYAETCs HE y BCEX JOKYMEHTOB.
16. Kak Ha3bIBaeTcsi [JOKYMEHT, BIIEpPBbl€ CO3JAHHBIH OAHMM YEJOBEKOM HJIH

HECKOJbKHUMMY JULAMHU?

1) opurunai;

2) NOTMHHUK;

3) myOnukar;

4) xomnus.

17. Crioco0HOCTH TOKYMEHTOB K THPAKMPOBAHNIO, BOCIIPOM3BEAECHUIO COMEPKAHUS U

MaTCPUAIBHOI0O HOCUTEIHA HA3BIBACTCA ...

1) ayTeHTUYHOCTb;

2) TOXKJIECTBEHHOCTh;

3) KONMITHOCTB;

4) danbcudukamms.

18. Cpeau nepevyucIeHHBIX THIIOB JOKYMEHTOB HA30BUTE Te, KOTOPbIe HEe CYUTAKOTCH

KOIIUsAMMU.

1) myOnuKaTsr;

2) yMHOKEHHbIE OpPUTHHAJIBI,

3) oTIyCcKH;

4) BBINKCKH.

19. KT0, uMeeT nNpaBo NpuIaBaTh WPUAUYECKYIO CHJIY KONMUsiM?

1) HoTapuyc;

2) opranu3alius, BblIaBIIasi JOKyMEHT;

3) HaYaNBHUK OTJIENA KaJIpOB JIF000 OpraHu3aIliiy;

4) 3aBeAyIOIINI KaHIIeIsIpHEH TI000ro rocy1lapcTBEHHOIO OpraHa.

20. Kak Ha3pIBaeTcsl OPUIMHAJ, PACCMATPUBAECMbIi ¢ TOYKH 3PeHUs] OTCYTCTBHS B

HEM HCCAHKIMOHUPOBAHHBIX H3MeHeHMii?

1) komusi;

2) myOnukar;

3) danbcupUIMPOBAHHBINA TOKYMEHT;

4) MO UTMHHHUK.

21. K kakomy Buay ¢pajabcuGUKALNH JOKYMEHTOB Oy/JeT OTHECeHA HHTEPNoJsinus?
1) mudposas danscudukanus;

2) ananorosas (hanbcupuKaIys;

3) moaYMCTKa;

4) BcTaBKa.

22. Kakoif JOKyMeHT cYuTaeTcs1 0pHuHaJIbLHbIM?

1) 1MOKyMEHT, M3rOTOBJEHHBIH C COONIOJIEHHMEM YCTAaHOBJIIEHHOW (OPMBI MM YaCTHYHO



U3MCHCHHBIH;

2) JOKYMEHT, W3TOTOBJICHHBI CAHKIMOHMPOBAHHBIM CIIOCOOOM B COOTBETCTBUU C
3aKOHOJATEIbHO OIPEAEICHHON TEXHOJOTUEH €ro M3rOTOBJIEHUS W MMEIOLUN IpU3HAKU
MIOAJIMHHOCTH;

3) MOKyMEHT, CO3/JaHHBIH IOPUAWYECKUM WIH (PU3UUECKUM JUIOM, O(GOPMIICHHBINH WU
YIOCTOBEPEHHBIN B YCTAHOBJIECHHOM HOPSIKE;

4) NOKyMEHT, CO/Iep>KaHi€e KOTOPOTO MOYXHO CUUTATh MOJHBIM U TOUHBIM MPEACTABICHUEM
MOATBEPKIAEMBIX OIEpaluil, IESTEIbHOCTH WM (AKTOB U KOTOPOMY MOJKHO JOBEpPATH B
MOCJIEYIOLIUX ONEPALUAX WU B OCIEAYIOIIEH AeSTENbHOCTH.

23. AyTeHTHYHBIH JOKYMEHT — 3TO ...

1) AOKYMEHT, U3rOTOBJEHHBI C COOIIOJAEHHWEM YCTAaHOBJIEHHOW (POpPMBI MM YACTHYHO
N3MCHCHHBIN;

2) JOKyMEHT, KOTOPbII MO>KHO JIOKQJIN30BaTh, HAWTH, BOCIIPOU3BECTH U HHTEPIPETUPOBATH;

3) Takoi TOKYMEHT, y KOTOPOrO MOXHO J1I0Ka3aTh, YTO OH: SIBJISETCS TEM, YEM MPETEHIYET
ObITh; ObUT CO3/IaH WJIM OTIIPABJIEH JIUIOM, AEHCTBUTEIBHO CO3AABIINM MM OTHPABUBIIUM €r0; a
TaKke ObLI CO3/IaH WJIM OTIIPABJIEH B TO BpPeMs, KOTOPOE 0003HAUYEHO.

4) NOKyMEHT, co/iep >KaHhe KOTOPOTO MOYXHO CUUTATh MOJHBIM U TOUHBIM MPEACTABICHUEM
MOATBEPKIAEMBIX OIEepaluii, OesTeNIbHOCTH WM (PAKTOB M KOTOPOMY MOXHO JOBEpSATH B
MOCJIEYIOLIUX ONEPALUAX UM B IOCTIEAYIOMIEH NesTENbHOCTH.

PA3JIEJI 3. ®YHKIMUN JOKYMEHTOB U CIIOCOBbl JOKYMEHTUPOBAHUA
COLIMAJIBHO 3HAYMMOI MTHOOPMALIMU
Tema 1. ®yHKINHA TOKYMEHTOB
Tema 2. CiocoObI 1 cpeicTBa JOKYMEHTHPOBAHUS
Tect k pazneny 3

Tect k paszaeiny 3. OCHOBBI JOKYMEHTOBEIEHHS.
Tembl «DYHKIIUU JOKYMEHTOB» U «Croco0bl JOKYMEHTHPOBAHUS)

1. Ha3zHauyeHue JOKYMEHTA, ero 001ecTBEHHAsl POJib, LleJib, 321242 HA3bIBAETCH. ..

1) bynkumeii;

2) CBOMCTBOM;

3) BUAOM;

4) TUIIOM.

2. IomupyHKIMOHAJIBLHBIM IOKYMEHT SIBJISIETCS MOTOMY, 4TO...

1) 0OTHOBPEMEHHO BBINOJIHAET HECKOJIBKO Pa3HbIX (DYHKIIMIA;

2) BpeMst OT BpEMEHHU MEHSIET (PYHKIUH;

3) pa3Hble JOKYMEHThI BBINOJIHAIOT Pa3Hble (QYHKLINHU;

4) y 10KyMEeHTa ecTh IJlaBHasi, OOIIMe U ClIe[UaIbHbIe (PYHKIIHH.

3. CioBo «pynkmms» (functio) ¢ saTbiHM MEPeBOAUTCS KaK ....

1) Tum;

2) 1enb;

3) ucCrnoJIHEHHUE;

4) 3amava.

4. Jleienne (GyHKIMH JOKYMEHTOB Ha IJaBHble, 00IHe W CclenuajabHble ObLIO
NPeIJI0KEeHO. ..

1) H.H. KymnapeHnxko.

2) H.C. JIapbKOBbIM,

3) I1.M. UnromieHko.

4) 9.A. bapnaesbiM u B.b. KpaBueHko.

5. 9.A. bapaaes n B.b. KpaBuenko, xapakrepusysi oqHy M3 QyHKUUH, NHIIYT, 4YTO
AOKYMEHTBI ¢ JTOH (yHKUMell NPHU3BaHbI: BbIPA)KaATh MHTEPEChl ONPEAEIECHHOIO
COLMATIBLHOIO CJIOSl, TPYNIbI, HHANBUAYYMA; 3ale4aTyeBaTb, COXPAHATH H INepelaBaTh



COLMATBbHYI0 HH(OPMALNIO, OTPAKAIILYI0 YCTPOCTBO U (P)YHKIMOHHPOBaHNe 001eCTBA;
OTPaXaThb /IesITeJIbHOCTb, MECTO M POJb KOHKPETHOI0 4YeJ0OBeKa, TeX WJIM HHBIX
COLMAJIbHBIX IPYII IAHHOT0 001IeCTBA Ha ONpe/ieJIeHHOM cTyneHH ero passutus. O kakoit
¢pyHknnu uaer peun?

1) ynpaBieHueCKO;

2) nHbOPMAIMOHHO;

3) conuanbHOM;

4) KylbTYpHOH.

6. Ilouemy B Hayke 10 CHX IOP He CJI0KHJIOCH eIUHOH KJaccupuxanuu GpyHkuumi
AOKYMEHTOB?

1) GyHKIMM IOKYMEHTOB HMEIOT DPAa3HYIO IMPHPOAY U 3aBUCAT OT KadyeCcTBA M THIIA
nHpopmanuy;

2) cnekTp 3TUX (QYHKIUN HIMPOK, TaK Kak HHQPOpMalUs MPOHU3BIBAET BCE CQepsl
YeJI0BEYECKOro 00IECTBA U YIOBIETBOPSET CaMble pa3HOOOpa3Hble MOTPEOHOCTH;

3) JIOKYMEHTBI CIIOCOOHBI BBINOJHATH Cpa3y HECKOJIbKO (YHKUUN, UX HMHOTJA TPYIHO
pa3enuTh MeXay coO0M;

4) Bce Ha3BaHHBIE BBIIIE PUYNHBI.

7. ITH PYHKUMH eCTh BCerja y Bcex JOKYMeHTOB. OHU CTA0WIbHBI M HEM3MEHHbI.

1) o6mwme;

2) crienuanbHbIE;

3) ympaBlieHUECKHE;

4) refOHUYECKHE.

8. Otu pyHkuMM 00513aTEIBLHO €CTh Y BCeX JOKYMEHTOB, HO B PAa3HOM COCTaBe KaK
aKTyajibHOe JA0mnoJiHeHHe ApPYrux (GyHkuuil. OHH BO3ZHMKAKT Yy JOKYMEHTA M MOIYT
MEHATHCSI B 3aBHCHMMOCTH OT YCJI0BHH (PYHKUMOHHPOBAHUS [JOKYMEHTAa, OTPAKAIOT
pa3Hoo0pa3Hble KOHKPETHbIE MOTPEOHOCTH 001eCTBA UJIM OTAEJbHOI0 €ro YieHa.

1) o6mwme;

2) creruanbHbIC;

3) ympaBlieHUECKHE;

4) reToHUYECKHE.

9. TN noaAQyHKIUN (opranm3anuoHHasi, IUIAHUPOBAHUS,
NPOEKTUPOBAHUS/KOHCTPYUPOBAHUS, pacnopsiiuTeJbHas, KOHTPOJIA,
CNPABOYHO-AHAJMTHYECKAsA, IPABOBasi (PYHKIIMA) OTHOCATCH K ...

1) ynpaBiieHuecKOi (yHKITUY;

2) nHbOopMaIMOHHON (QYHKIINH;

3) oOIeKynbTypHOU QPYHKINU;

4) connanbHON (PYHKIUU.

10. Kakoif Tun pyHKuMii BJMsieT HA MPAKTUKY Pa0oThl ¢ JOKYyMeHTaMHu, (popmupyer
(pyHKUIMOHAIBLHDbIE CHCTEMbI IOKYMEeHTAUU ?

1) oOmue;

2) creruanbHbIC;

3) riaBHEIE;

4) Bce HE3aBHCHUMO OT THIIA.

11. Kak HasbiBaeTcsi (pyHKIMS [JOKYMEHTOB, B KOTOPBIX OTpPa)eHbI: CO3JaHHE
OpPraHu3anyy, YCTAHOBJICHHE ee CTPYKTYPbI, IITATHOH YHCJCHHOCTH; perJaMeHTAnHs
AeATEeJLHOCTH U KOJTHYECTBO CTPYKTYPHBIX NOAPa3eJeHNH H PA0OTHUKOB; PeKUM PadoThI
U T.n.?

1) npaBoBas;

2) pacniopsiAMTEIbHAS;

3) KOHTpOI;

4) opraHu3alOHHasl.

12. Kak Ha3pIBaeTcsi QyHKIHUS JOKYMEHTOB, B KOTOPBIX COAEPKATCS YIPaBJICHYCCKHE
PeLIeHNs 10 PeryJIMpPOBAHUIO 1eATEeIbHOCTH OPraHU3auH WIH FOCyAAPCTBEHHOI0 OpraHa?



1) npaBoBas;

2) pacniopsiAuTeIbHAs;

3) KOHTpOI;

4) opraHu3alMoOHHasl.

13. Eciau J0KYMEHTBI Ha3bIBAOTCH «IPHKa3», «pPelleHHe», «IOCTAHOBJICHHE,
«yKa3aHHe», «PaclopsizKeHHe», TO OHU BBINOJIHAIOT (WM BBINOJHSAIN paHee) QYHKIHUIO ...

1) nmpaBoBy10;

2) pacnopsAUTEIbHYIO;

3) KOHTpOI;

4) opraHu3alloOHHYIO.

14. DTa pyHKUUSA CBOWCTBEHHA JOKYMEHTaM, B KOTOPBIX JJIsl 3allUCH HH(OpMaLnu
HCIOJIB3YIOTCSl pa3jiMyHble NpHeMbl M CHCTeMbl TaiiHonmucH, Kpunrtorpapumn. Taxxe
0CO0EHHOCTBI0 TAKUX JOKYMEHTOB SIBJIfeTCS OTPAHMYeHHe B 10CTyIe K HHGopMaluH.

1) cratuctuueckas;

2) nmonuTUYecKas;

3) 3amuThl HHGOPMALUY;

4) KOTHUTUBHASL.

15. Oopa3oBare/ibHYl0 (Y4eOHYI, 00y4amlulyww) M (QYHKUMIO HCTOPHUYECKOrO
HCTOYHUKA MOKHO CYMTATHh NOAGYHKIMAMH CHIEUUAIBHOI ...

1) ynpaBieHueckoi GyHKINH;

2) no3HaBaTeIbHON (QYHKIINH;

3) counanbHOM PyHKIUY;

4) uadopmanoOHHON (QYHKITHH.

17. bubnus u Kopan — mnosudyHKIHOHATBHBIE TOKYMEHTHI, HO 0HA (PYHKIUS MO ceil
JeHb ABJACTCH /I8 HUX CAMOM IVIaBHOM.

1) Xyno>KeCTBEHHO-3CTeTHYECKas;

2) mpaBoBasi;

3) pasBiekaTenbpHas;

4) uyeonoruyeckas.

18. Ilouemy oOmIecTBO (KpoMe MOJUTHYECKMX M HIEOJOTMYECKHX COO0paKeHMid)
npuderaer K HeH3ype WM 3allpeTaM Ha U3JaHUS ¥ My0IMKALMH HEKOTOPbIX JOKYMEHTOB?

1) ecu TOKYMEHTBI NTepeJatoT CeKPETHYIO HH(OPMAIHIO;

2) ¢ MOMOUIbIO JTOKYMEHTOB MOXET OBITh IEpellaH KaK IOJIOKUTENIbHBIA (MO3UTHUBHBII)
OIIBIT YEJIOBEYECKOI0 NIOBEJICHUS, TAK U OTPULIATEIIbHBIN;

3) uHpopmaLus B JOKyMEHTAaX MOXKET HACTPOUTh I'Pak/laH MPOTUB BJIACTH;

4) nadopmanus B JOKyMEHTaX HE HOCUT Pa3BIIEKaTeIbHOIO XapakTepa.

19. YuurbiBaercsi JM Xy/A0:KeCTBEHHO-ICTeTHYecKasi (YHKIMS JAOKYMEHTOB IpH
onpeJeeHUH CPOKOB UX XpaHeHuUs1?

1) na Bcerna;

2) na, HO TOJBKO €CJIM Mbl UMEEM JIeJI0 C JOKYMEHTAaMH, BbI3bIBAIOLIMMU 3CTETHUECKHUE
nepexuBaHus, GOPMUPYIOIIMMHU XY10’KECTBEHHO-3CTETUUECKHIE HUIealbl U BKYCHI;

3) Aa, HO TOJIBKO Y TOKYMEHTOB C TOProBOM (YHKIUEH.

4) HET HUKOTJ1a.

20. Undopmannonnyo, KOMMYHMKATHBHYI0 (PYHKIHMI0O M (YHKIHMHM 3aKpelJieHHs,
oxXpaHeHHMs HHPOPMALHH CJIeAyeT OTHECTH K...

1) cnenuanbHbIM (PYHKITUSAM;

2) o0muM (HyHKIHSIM;

3) ynpaBieHYeCKHM (PYHKIHM;

4) npaBOBBIM (YHKITUSIM.

21. JleiicTBHe WJH COBOKYIIHOCTH JeiCTBHi, NMPpUMeHsieMbIX B Ipouecce 3amucH
HHpopMan Uy, HA3bIBAETCH. ..

1) cpencTBOM TOKYyMEHTHPOBAHUS;

2) cnocoOOM JOKYMEHTHUPOBAHMUS;



3) cuctemMoi JOKyMEHTAlMH;

4) METOJIOM TIOKYMEHTHUPOBAHUS

22. YKaxKuTe, UYTO BKJIYAET B cedsl cCHCTeMA IOKYMEHTHPOBAHMSI.

1) MeTo1 AOKYMEHTUPOBAHUS,

2) BUJIbI JOKYMEHTOB;

3) cpelncTBa JOKYMEHTHUPOBAHMUS;

4) MaTepHalIbHbIM HOCUTENb NHPOPMALIH.

23.Cnoco0 HaHeceHHMsl SI3bIKOBBIX 3HAKOB U 3HAKOB-H300pa’keHMil Ha NOBEPXHOCTh
MaTepUAJIbHOI0 HOCHTEIS MPH MOMOIIM OPITEeXHUKH HA3bIBAaeTCHl. ..

(oTBeT 3amucaTh CIOBaAMU) HauepmamenbHvii

24. MpapoauTtesieM MATPUYHBIX MaTepPHAILHBLIX HOCHUTeNel sIBJsieTCS CJIeAyHommii
€1ocod J0KYyMEeHTHPOBAHMS. ..

1) HauepTaTeNIbHBII;

2) 2NIEeKTPOCTATUYECKUIA;

3) nepdopupoBanue;

4) na3epHbIi.

25. O KakuX MaTepHAJILHBIX HOCHTEJIAX HAET pedyb B CJEAYIIIeM OIpeaesieHHu:
«Hngpopmayua c smozo mamepuanvHozo Hocumensa cHumMvléanach ¢ HOMOWbI0 CREYUATbHBIX
Memanau4yecKux uiemouex (1eKmpuieckux KOHMAKmMOos8), 3aMblKAGUIUX ITIEeKMPUYECK)Y IO
cemsv npu NONAOAHUU 6 omeepcmue»”?

(omeem 3anucamo crosamu). nepdokapra\sl, nepdoeHTa\bI

26. B u300peTeHU KaKOro cnocoda 10KyMEeHTHPOBAHHSA MCII0JIb30BAJT0Ch OTKPbITHE
(pu310J10r0B, HA3BAHHOE BIOCJIEICTBHH «MHEPIUEH 3peHnsl, U NaMSATbIO 3peHus» ?

(omeem 3anucamo c106amu) KAHOOKYMEHTUPOBAHUE (KHUHO)

27. Kakomy cmoco0y A0KYMEHTHPOBAHHUS COOTBETCTBYeT [IaHHOE OIpe/eJieHue:
«Cnocob yugposoii 3anucu, npu KOmMopom 6xo0Hble CUZHAIBL RO0BEP2AIOMCA K6AHMOBAHUIO U
3amem npeodpazylomcsa 6 060UYHbIE YUCA Ol 3ANUCU HA HOCUmens 6 eude Kooa. B kanane
eocnpouszeedenus npoucxooum oopamnoe npeoobpazoeanue (O0ekoouposawnue). Imom 6uo
3anucu Ucnoab3yemcs 21a6HbIM 00pazom 6 3anomunaruiem ycmpoiicmee I BM»?

1) anasoroBas 3aInuce;

2) nepdopupoBaHue;

3) HayepTaTeIbHBIIA;

4) 3IeKTPOHHBIMH.

28. Kakoii cmoco0 JMOKYMEHTHMPOBAHHUSI XaPaKTEePU3YKT CJeaylolme CcpeacTBa
AOKYMEHTHPOBAHUSI M MaTepHaJIbHble HOCUTEJIN: 2l1UHA, 60CK, KOCHMb, KOpa 0epesbes,
yepnuna, cpagum, Kpacku, nepvegvlie pyuku, U KAnuiiApHole, PYYKU-POJIEPbl, MAPKeEPbl,
panuoozpadghul, hromacmepur?

1) aHasoroBas 3arucek;

2) nepdopupoBaHue;

3) HauepTaTeNbHbIii;

4) 31eKTPOHHBIMH.

29. Ipopoaxure  Ppasy: «Tpaduyuonnvie cnocodvl  OOKymenHmupoganus
npeocmaeienwvl...»

1) HauepTaTETBHBIM CIIOCOOOM;

2) BbICEKaHUEM;

3) JOKYMEHTHUpPOBAaHHEM Ha MUIITYIIEH MalluHE;

4) MEXaHMUYECKOH 3aMUCHIO.

30. IIponosxkute ppa3zy. « Tpaduyuonnvie cnocodobl OOKyMEHMUPOCAHUA OMAUYAIONCA
OMm MexXHOMPOHHBIX MeM, UMO...»

1) uHbopMmalusi 3aHOCUTCS Ha MaTepUANBbHBI HOCHTENh U CUUTHIBAeTCA C Hero 0Oe3
WCIOJIb30BAHUS TEXHUKH,

2) TpaIuIMOHHBIE CMOCOOBI TMPUBBIYHBI M JOCTYIIHBI, & TEXHOTPOHHBIE MOSIBUIUCH B
MocJeIHee BpeMs M UCTIOJIB3YIOTCS B Y3KUX 00JIaCTX YeIOBEYECKOH eI TeTbHOCTH.



3) TpagMLIMOHHBIE CIIOCOOBI O0JIee TPYJOEMKHU U MO3BOJSAIOT 00pabaThiBaTh, (PUKCUPOBATBD,
COXpaHSATh 3HAYUTEIHHO MEHbIIEE KOJINIECTBO HH(POPMAIIHH;

4) TeXHOTPOHHBIE CHOCOOBI — ABTOMATH3MUPOBAHHAS 3aMCh HHPOPMAITUH, a TPAJUIIMOHHbIE
— py4Hasl.

31. Iponoskure ¢pasy: «Crnedywujue 6uovl O00OKymMeHmos: (omoooKymeHnbol,
KUHOOOKYMeHmbl, 6U0C000KYMEHmMbl, 6uUdeoponozpammol, GoHOOOKyMeHmol, maKice
O0OKyMeHmbl HA MUKPOPOpMaAx — co30aromcs... »

1) TpaIMLMOHHBIMH CIOCO0AMU TOKYMEHTUPOBAHMUS;

2) TEXHOTPOHHBIMHU CIIOCOOaMH TOKyMEHTUPOBaHMS;

3) KaK TpaAUIMOHHBIMH, TaK U TEXHOTPOHHBIMH CIIOCO0AMU;

4) cneuupuveckuMU Ccrocobamu, HE OTHOCAIIMMHCA HH K TEXHOTPOHHBIM, HO K
TPaJMLIHOHHBIM CIIOCOOAM.

32. Kakoii niu kakue crnoco0bl, OCHOBaHbI HA U3MEHEHUH (PU3MYECKOr0 COCTOSIHUS
NMOBEPXHOCTH WM CTPYKTYPbl MAaTEepHAJLHOr0 HOCHTeIsi HHPOpMaUMU, NpPUYEeM ITO
H3MEHEeHUEe «CYUTHIBACTCS» MALIMHON U SABJISIETCS /I Hee 3HAKOM.

1) neppopupoBanue;

2) BBICEKaHHUE;

3) BBDKHUTaHHUE;

4) potorpadus.

33. «Hnghopmayusn 3anocumcs Ha RPAMOY2onbHble KAPMOUKU U3 KAPMOHA, HA KOMOPbIX
6 Onpeoenénnom nopaoke npoousaromca omeepcmus. B npouecce pabomvt mawunovt kapma
OuLynbleaemcsa CReUUaIbHbIMU WMbIPAMU, CYUMBIEAIOWUMU MAKUM 00pa3zom ungopmayuio,
Komopaa 3amem  nepedoaemca  Osuxcywiemyca  deanoky». O kakom  cmocoode
AOKYMEHTHPOBAHUS H/ET peub?

1) nepdopupoBanue;

2) BBICEKaHUE;

3) BBDKUTAHUE;

4) dororpadusi.

34. K10 M Korjga BnepBble OCYLIECTBHJI He TOJbKO 3aNHCh, HO U BOCIPOU3BedCHUE
3BYKa ¢ MATEPHAJIHLHOI0 HOCUTEJIs?

1) B 1804 r XK. Xakxkap;

2)B 1807 r. T. IOHT;

3) B 1857 r. CxoTT;

4)B 1877 r. T. Dnucon.

35. «9ma cucmema 3anucu, ¢ NOMOWLLI0 KOMOPOU HA OBUNCYUWLEMCA MAMEPUATILHOM
HOocumene evlpe3aemcs Uil 6vl0A1UCACMCA KAHABKA 6 COOMEEMCMEUU C 3ANUCHIEACMbIMU
36yK0o8biMu  KojeOanuamu. Bocnpouseedenue ocywecmenaemca ¢ nOMOWbI0  U2bl,
onupawowieiica Ha4 CMEHKU KAHAGKU  OBUMNCYULE20CA  MAMEPUAIbLHO20  HOCUMeNs,
nosmopawwell.  Makum  00pazom  mexanuueckue Koiebanus, COOMEEMCMEYyIujue
3ANUCAHHBIM 36YKOGbIM KOJleOaHuam. Ima cucmema 3anucu Hazvléaemcs...». Illpononxure
npeasioKeHue.

1) BeIpe3aHuEM;

2) HaYepTaTeIbHOI;

3) MarHUTO(OHHOMN 3aIUChHIO;

4) aHa’0roBOM MEXaHUYECKOU 3BYKO3AMUCHIO.

36. Kakoii cmoco0 BnepBbie IO3BOJIMJ 3anedaryieTb O0beKTHBHYI) BH3YAJIbHYIO
HHGOPMALMI0 HA MaTepHAJILHOM HOcuTese?

1) pucoBaHnue;

2) )KUBOTHCH;

3) BbDKUTAHUE;

4) poTOXMMHUYECKHIA.

37. Kakoii cnocod mnpeacraB/sieT c000H COBOKYNHOCTh MNPOLECCOB H CIOCO0OB
NOJTy4eHHs M300pakeHMii HA CBeTOYYBCTBUTEIbHBIX MaTepuaJiax JAeiicTBHEM Ha HUX CBETa



U nocJieAyloneil XuMuueckou oopadorku?

1) nazepoonTHYECKUiL;

2) MEXaHUYECKH;

3) boToxumuuecKuii

4) KHUHOJOKYMEHTHPOBAHHUE.

38. Ilo caenyommM NpPU3HAKAM YCTAHOBHUTE BMJ JOKYMEHTA: «ITH JOKYMEHTbI
MO3BOJISIIOT 3ame4yar/ieTb MUP B JMHAMUKe. OHM UMEIOT CJI0KHYI0 CTPYKTYPY M COCTOSIT U3
Ka/IpOB, IUVIAHOB (T0OC/JIeJ0BATEIbHO PACIHOJIOKEHHBIX KA/IPOB, CHATBIX C OAHOI TOYKH), a
TaK:Ke 3BYKOBOH COCTaBJISIIOLIEH, T. €. OPraHM4ecKH co4eTalT B cebe M300pa3uTebHbIE,
TEKCTOBbIE, MY3bIKAJbHbIE U IIIYyMOBbIE KOMIIOHEHTbD).

1) boTooKyMEHTHI;

2) ayIMO0OKYMEHTBHI;

3) BUJICOJIOKYMEHTHI;

4) KUHOJJOKYMEHTBHI.

39. K kakoMy crnoco0y 3anmMcH OTHOCATCSI Bce NepevyrcaeHHble BU/bl JOKYMEHTOB —
(poHOOKYMEHTBI, BUA€03aNNCh, BU/1€0()OHOTpaMMa, 3JIEKTPOHHbIE JOKYMEHTbI?

1) neppopupoBanue;

2) 2IeKTPOMarHUTHBIN crocoo;

3) ma3epoONTHIECKUI;

4) anayioroBasi 3aImch.

40. Kakoil BMJ JOKYMEHTA CO31aeTCs M BOCIPOU3BOAATCH CJEAYIOIIHM 00pa3om:
3BYKOBbIe K0JIeOaHUSI BO3AyXa NpeodOpa3yloTcss B JIEKTPUYECKHIl TOK, H JJIeKTPpUYeCKHUe
CUTHAJIBI 0T MUKPO()OHA 3aNMChIBAIOTCH HA MATHUTHYIO JIEHTY, a4 MIPH BOCIPOU3BeIeHUHU
NPOUCXOAUT 00paTHoe sIBJeHHMe — JJeKTpUYecKHe CHUTHAJIbI Ipeodpa3ylTcss B
MeXaHUYeCKue KoJIeOaHUs ¢ MOMOIIbI0 TPOMKOrOBOPUTEJIsi?

1) pOoHOTOKYMEHTHI;

2) BugeooHorpamMma;

3) BUICO3AIMNCh;

4) s1eKTpOHHBIE JOKYMEHTBHI.

41. Kakoii crioco0 3anucu XxapakTepu3yercs cJeAylIuMU oKa3aTejasiMu?

e Ero ucnoab3oBanue B 1,4 pa3sa mo3BOJIMJIO YBEJIHYUTh IUIOTHOCTH 3alMCH IO
CPABHEHHMI0O C aHAJIOTOBOl M HA HECKOJbKO MOPSAIKOB TMPEeB30ITH mpeael,
o0ecrieyuBaeMblii. MArHMUTHBIM CIIOCO0OOM, a 10 CPABHEHUIO K€ C OObLIYHOI
rPaMILIACTUHKON MJIOTHOCTD 3anmucu 0osbuie B 100 pas.

e B omimume 0T MexXxaHMYeCKOM 3BYKO3aIlMCM ¥ MATHMTHBIX CIOCO0OB
JOKYMEHTHPOBAHMS, 3TOT CIOCO0 ABJISIETCH 0eCKOHTAKTHBIM (00beKTHB OTCTOUT OT
HOCHUTEJISI HA PacCTOSSHUU 10 1 MM), YTO MPAKTHYECKH HCKJIIOYAeT BO3MOKHOCTH
MeXaHN4YeCKOro MNOBpPeXIeHHs [ucKa, ofecneduBasi ropasaio 0ojee BBICOKYIO
JA0JITOBEYHOCTb U HA/IEKHOCTH XpaHeHUs HHGopMalum.

o Ilo3BoJisieT NMpeo0IeBATH MOMEXH, MPUCYIHE MEXAHUYECKO U MATHUTHOM 3aMUCH,
o0ecreynBasi TeM CaMbIM ropas/io 6ojiee BbICOKOE Ka4eCTBO 3By4YaHHS;

e JTy 3anMCh MOKHO NOABEPraTb KOMIbIOTEPHOH 00padoTKe, YTO JaET BO3MOKHOCTD,
B YACTHOCTH, BOCCTAHABJMBATH  INEPBOHAYAJbHOE  3BY4YaHHMe  CTapbIX
MOHO(OHMYECKHUX 3anmuce, 0CBOOOKAaTh HX OT IIYMOB M HCKa)KeHUH W [axke
npeoOpa3oBbIBATH B cTepeoGOHUIECKHUE.

1) mazepoonTuyecKkoe TOKyMEHTUPOBAHUE;

2) IEeKTPOMarHUTHOE TIOKYyMEHTUPOBAHUE;

3) ronorpaduyeckoe JOKyMEHTHPOBAHUE;

4) anasioroBasi 3aIuch.

42. «Tonorapuvecknii cmocod 3anucu HMHGPOPMANMM  XapPAKTepH3YeTCs
CJAeAYyIONMMH MOKa3aTeJassMu...». Haiiaurte BO3MOKHBIE NPOJOJIKEHHS JAHHOIO
yYTBepKIeHUsl.

1) xaxneiii ¢parmeHT 3amucu (1000 ee y4acTOK) AaéT BO3MOXKHOCTH MONYyYUTh



nHpopmanuo 060 BCEM 00bEKTe, TOCKOJIBKY CBET OT JIF000U TOUKH (PUKCHUPYEMOTO TIpeIMeTa
pacripenieniieTcsi Mo BCeMY H300paKeHHIO, W TpU yTepe (parMeHTta 3alicH €€ JIETKO
BOCCTAHOBHTb C JIFOOOTO €€ y4acTKa;

2) ¢ TOMOIIBIO Jlazepa (PUKCUPYETCS, a 3aTeM BOCIPOU3BOJUTCS HHGPOPMAIHS O
KakuX-Tu00o 0OBEKTaxX € OYeHb TOYHOW Mepefayeil MpOCTPAHCTBEHHBIX COOTHOIICHHI,
YTJIOBBIX M JIMHEHHBIX Pa3MepOB, B3AUMHBIM PACIIOJIOKEHUEM MTPEIMETOB B TPOCTPAHCTBE, CO
MHO’KECTBOM PaKypCOB, KOTOPbIE U3MEHSIOTCS ¢ U3MEHEHUEM TOYKH HAOIIOACHUS;

3) 10 Qororpaduueckas 3amuch, OCHOBaHHAS Ha JBYX (PHU3UYECKHX SBICHHSIX,
CBSI3aHHBIX C BOJIHOBOH NMPHUPOJION CBETA, — SIBJICHHUSIX MU(MPAKIUN U HHTEP(EPESHIINH;

4) 3ammuch wHpOpManuu, NpeoOpa3oBaHHOW B LU(GPOBOM KO, MPOU3BOJUTCA HA
MUKPOYHIT (BCTPOCHHYIO HHTETPAJIBHYIO CXEMY MaMITH) WJIM MHHH-KApPTHL. 3alMCaHHYIO
TakuM 00pa3oM Ha MUHU-KapTy HH(OPMALIHIO MOKHO C IIOMOIIBIO CIIEIUAIIBHOTO YCTPOICTBa
BBOJMTH B KOMITBIOTED, TIPOCITYIINBATEH WM TIEPECHUIATH TI0 SJIEKTPOHHOM MoUTe

KonTpoabHasi pa6ota no kypcy «OCHOBBI IOKYMEHTOBeIeHUS»

1. IIpoananu3upoBaTh ynoTpeOiIeHHE MOHITUS «JOKYMEHT» U €ro CUHOHHMOB «JEJIO»,
«Oymaray, «akT», «JenoBas Oymara», «CiayXeOHbIH TOKYMEHT» MO TPEeM HCTOYHUKAM (CM.
XpecTomaTuio K pazieny 2):

- 'enepansHOMy pernamenty 1720 r.,

- O6memy ryoepHckomy yupexaeHuto 1775 r.,

- O6memy yupexaeHuro MmuauctepcTB 1811 r.

[Ipoananu3upoBath, B KAKUX CIy4asx yHoTpeOseTcs: Kaxa0e MOHATHE.

Memoouueckue pexomenoayuu 1

a) [IpounTarh Bce TpH MCTOUHUKA M BBINHCATH MPEAJIOKEHUS], TJ€ YIIOTPEOIsIeTcs CI0BO
«IIOKYMEHT», OTAENBHO 10 KaXJI0My UCTOUHUKY, YKa3biBas HOMEp IJIaBbl / yHKTA;

0) caenaTh Ha OCHOBE BBIIKMCOK BBIBOJI O 3HAYEHUH TEPMHUHA «IOKYMEHT» B KaXKJIOM H3
HCTOYHUKOB OTJIEJIBHO;

B) TO € MOBTOPUTH JJIsI CHHOHHMMOB «JIEJIO», «OyMaray, «akt», «IeinoBas Oymaray,

«CIYXEOHBIN JOKYMEHT).

2. [To BBIMUCKaM K3 CIOBApE U CIICHMATBHOMN JIUTEPATYPHI ONPEACTUTh, KAKUE aCTICKTHI —
WHGOPMAIIMOHHBIH, TPABOBOM, yITPABICHUECKUI, ICTOPUYECKUHN — JICTJIM B OCHOBY OIPEICIICHHS
MOHATHUS «IOKYMEHT» B KaXJIOM CIIydae.

Memoouueckue pexomenoayuu 2

Beimucate W3 TONKOBBIX M CHEHMANBHBIX CIOBaped, a Takke M3 YYEOHHKOB IO
JTOKYMEHTOBEICHHIO (JIF0OBIX), METOANYECKON JINTEPATYPHI 10 JIEIONPOU3BOICTBY, apXUBHOMY U
OMOIMOTEYHOMY JIeNTy M JIP. OIIPEETICHUS CI0BA «IOKYMEHTY.

OO0s3aTeNbHO yKa3aTh BBIXOJHBIC JaHHBIE MCTOYHHMKA (aBTOpa, Ha3BaHUE, MECTO U TOJ
W3/IaHus, U3aTeNLCTBO, CTPAHHUILY / PEKUM JOCTYyIA (JUIs SIIEKTPOHHBIX pecypcoB). Hampumep:

bapuxun A.F. /lenonpouzgoocmeo u doxymenmoobopom. - M.: Kuuocnviii mup, 2008,

C.17.



@eoepanvrvii  3axkon  «O  20Cy0apcmeeHHoOU  pecucmpayuu  10puoudecKux Jauy u
UHOUBUOYATIbHBIX npednpunumamenety om 8 aecycma 2001 2. Ne [29-D3 (peo.19.05.2010)
[Onexkmponnwiii pecypc]. - Pescum docmyna:

http://base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=100595

[locne kax0il BBIMMCKH CAENaTh BBIBOJ O TOM, KaKOW acleKT — HMH(OpPMalUOHHBIH,
MIPaBOBOM, YIPABJICHYCCKUH, HCTOPHYSCKUNA — JIET/JIM B OCHOBY ONPEICIICHUS IOHSITHSI

CIOKYMCHT» B KaXXI0M ClIydac.

3. CpaBHUTH TOJIKOBAHMSI TEPMHHOB «H(popMaLUg», «IOKYMEHTHPOBaHHAas
nHpopMaLU», «TOKYMEHT», «3JIEKTPOHHBIA JOKYMEHT» B HOPMAaTUBHBIX U MPABOBbIX aKTaX.
3.1.BeInucartpe U3 rocyJapCTBEHHBIX CTAaHJAPTOB OINPEIEIICHHUS TEPMHUHA «JOKYMEHT»:
I'OCT 16487-70. [1enonpon3BoACTBO U ApXUBHOE J1€710. TepMHUHBI U ONIPEEIICHHUS;
I'OCT 16487—-83. [1enonpon3BOACTBO U ApXUBHOE J1€710. TepMHUHBI U ONIPEEIICHHUS;
I'OCT P 51141-98. Jlenonpon3BOICTBO U apXUBHOE J€N10. TepMHUHBI U ONIPEIEIECHUS;

I'OCT P 7.0.8-2013 [Ienonpou3BOJCTBO U apXUBHOE A€JI0. T€pMHUHBI U OTIPEACICHUS.

3.2. Bemmucats 3 ®enepanbHbix 3akoHOB Ne 149 «O06 uHbopmarmu, HHPOPMAITMOHHBIX
TexHoyorusax u 3ammure nHpopmarum» 2006 1. u Ne 15 «O6 nndopmanyu, naHGopmMaTU3auu U
3ammuTe uHpopMmanum» oT 25 sHBaps 1995 roma ompeneneHUs TEPMUHOB «UHOOPMAITUY,
«IOKyMEHTHUPOBaHHAsT UHPOPMALH, «TOKYMEHT» U «3JEKTPOHHBIN JOKYMEHT)» yCTaHOBUTH,
KaKhe acleKTbl (HOCUTelu HH(pOpMAIUH, CIOCOObl ee (UKCUPOBaHUSA, IOpHAWYECKas Cuiia

JOKYMEHTA U JIp.) U GYHKIHUU JOKYMEHTA 3aJI0KEHBI B 3THX OINpEACTICHHSIX.

Memoouueckue pexkomenoayuu 3
A. Beimucku n3 'OCToB 3aBepuTh 00IIKUM BBIBOJIOM O TOM, MEHSJIOCH JIM CO BpEMEHEM
TOJIKOBaHHE MOHATUS «IOKYMEHT)» U KaKhe U3MEHEHUs HaOII0JatoTCsl.
b. Beimucku n3 @3 Ne 149 3aBepiinTh BHIBOJOM O HAJIWYUHU MOHATUH B KaxiaoM D3 u
COOTHOIIIEHUH MOHATHI «HMHPOpPMAIUL», «TOKYMEHTUPOBaHHAsI WH(MOPMALUA», «TOKYMEHT» H

((3J'IeKTp0HHI:II>i JAOKYMCHT».

4. U3yautp Temy «CrocoObl M CpelcTBa JOKYMEHTUPOBAHHS» MO y4eOHOMY MOCOOHIO
H.C. JlappkoBa. «JlokymentoBenenue» (e panee 2006 r. uzganus). CocTaBUTh KOHCIEKT 4-ii

«Croco0bl U cpeAcTBa TOKyMEHTUPOBAHUSD» (CM. XpecTOMAaTHIO K pa3zeny 3).

Memoouueckue pexomenoayuu 3



Koncnekr cnenyer coctaButh B TabmuuyHoit  ¢dopme. Cruenyer coOmronaTh

[OCJIEI0BATEIbHOCTh OIMCAHUS CIIOCOO0B JOKYMEHTUPOBAHMUS, 3aJAHHYIO YUCOHHKOM.

[Ipu onucanum kaxx0ro crnoco0a cieayeT yKa3bplBaTh €ro HEJOCTaTKU U IPEUMYLIECTBA

Cnoco0 Onucanne CpencrBa Marepu Buabi
AOKYMEHTH-POBAaH | clocooa. JOKYMEHTH-POBAaH | ajibHbIE AOKYMEHTOB
usi [Mpenmymec | us HOCHUTEJIN ,  KOTOpbIE

TBa U MOTYT

HEJ0CTATKM. €031aBaThCs
JAAHHBIM
crnocodom

Hauepmamen Hanecenue Yepnuna, Kocmp, Texcmo
bHbIU CnOCco0 | A3bIKOBBIX 3HAKOS U | CMULO, KANAM... Kopa Oepegves, | sbie,
OOKYMEHMUPOBAHU | 3HAKOS-U300padice nepeamenm... | mexHudeckue
A Hu Ha ,

NOBEePXHOCMb U3000KyMeH
MamepuanrbHo20 mel ...
Hocumens O00ObIYHO
npu noMowu
Kpacauezo
gewecmaa.
Ilpeumywec
mea  -..
Heoocmamxk
Y -

Hroroseiii Tect 1o Kypcy "OCHOBBI JOKYMEHTOBEACHUS"
HToroBbiii Tect

no JIMCHUIIJINHE «OCHOBBI AOKYMCHTOBECIACHUS»

1. Ykaxkurte BepHoe npoaokeHne Ggpasbl: 3aKoH 00OKyMEHMAYUOHHO20 OOPMIACHUA
COUUANILHO 3HAYUMBLIL COOLIMUIL Oelicmeyent ...
1) TonbKO A1 O(UIMATBHBIX TOCYAAPCTBEHHBIX COOBITHS;
2) TOJBKO U1 OOIIECTBEHHO-TIOJIUTUYECKUX COOBITUH;
3) cyry0o 11 IUYHBIX, CEMEUHBIX COOBITUI;
4) nns m00BIX COOBITUM, 3HAUYUMBIX JJIS1 OTAEIBHOIO YEJI0BEKa WM TPYIIIbI JIFOCH.
2. leiicTBUs 4esioBeKa (C MOMOIIbI) TeXHHKHM WM JPYTrHX CPeICTB) IO 3aHECEHUIO
3HA4YUMOI1 HHPOPMANHMH HA MATEPHAJILHBII HOCUTEIb HA3bIBACTCS
1) uapopmaruzanuei;
2) TOKyMEHTUPOBAHHUEM;

3) AOKYMCHTAIIUOHHBIM obecrieueHuEM YIIPpABJICHUA

4) nenonpon3BOACTBOM.
3. JIocJI0BHO € JIATBIHH CJI0BO «I0KYyMeHT» (documentum) obo3nauaer:

1) 3anucek, mucarsb;

2) 6ymara;

3) noroBop, 00s13aTENBCTRO;

4) MUCbEMEHHOE CBUJIETENILCTBO, 00Opasell.

4. Haiiaute
dyukyuonuposanua 6 ooduecmee OOKYMEHmM MONCEM NPOXOOUMb HECKObKO

NnpaBUJIbHOE

onepamueHyro, pempocneéKmueHyro u...

NPOAOJIZKCHH e

(ppassbl

«B

npoyecce

ceoezo
cpeo —




1) mpodmiakTH4IecKyo;

2) IPOTHOCTUYECKYIO;

3) cornacoBaHus U yTBEPKICHUS;
4) apXUBHOTO XpaHEHHUSI.

5. VYkaxute meroa, xkoropbii HE OTHOCUTCS k merogam aHaiu3a TeKCTa

AOKYMEHTA.

1) KOHTEHT-aHaJNU3;
2) METO]T SKCIIEPTHBIX OIICHOK;
3) Metox GOPMYJIIPHOTO aHATN3A;
4) TUHrBUCTUYECKAs SKCIEPTU3A.

6. Baxxneliium o01IeHAYYHBIM METO/IOM /Il JOKYMEHTOBe/ICHUsI SIBJISIeTCH. ..
1) knaccudukanms;
2) METOJ1 UICTOYHUKOBEIUECKOTO MCCIICIOBAHUS
3) ananuza rpadUYECKUX JaHHBIX TOKYMEHTA,
4) KOHTEHT-aHaJN3.

7. llpoponxure ppazy: «I'CAOY nawna ceoe npodoscenue...»
1) B poccuiickux 'OCTax;
2) B crangaprax [SO;
3) B penepanpHbIX 3aKoHaX PD;
4) B TUNOBBIX MHCTPYKIMSIX MO JIEIONPOU3BOJICTBY.

8. IIpomosxure ¢pasy «llo cmenenu e1uanuszs HA COBPEMEHHYK) NPAKTUKY
HCTOYHUKH, COJep:Kalllie HOPMbI M NpaBUia pPadoThl C JOKYMEHTAMH, JeJSTCA HA JBe
rPyNmbl...»

1) UWCTOYHUKH, 3aKOHOJATENbHO  PErJaMEHTUPOBABIIME  KOTAA-TO WU
periaMeHTHPYIOIINE 0

HacTosIIee BpeMst paboTy ¢ TOKyMEHTaMH;

2) aKTyalbHble HWCTOYHUKH, OTPAXKAIOUIUE COBPEMEHHBIA OIBIT, TPaAULIUU
JIeJIONIPOU3BO/ICTBA;

3) ycrapeBiIMe MCTOYHHMKH, HUMEIOLINE TOJHKO HAYYHYIO, MCTOPUKO-KYJIbTYPHYIO
LIEHHOCTb;

4) UCTOYHHMKH, COJEp)KallUe CTUXUUHO CJIOXKHUBIIMECS HOPMBI M IpaBHIIA,
OTpaXkarolye TPAIUIUU U IPAKTUUYECKHUI OTIBIT JAEJIOPOU3BOJICTBA.

9. VYkaxure, Kakue HOPMATHBBI SIBJSIOTCHA 00S3aTeJbHbBIMH /IS HCIOJHEHHSA

padoOTHMKAMM OPraHU3ALMH.

1)[IpumepHas MHCTPYKIUS IO JEIOTPOU3BOICTRY.
2) UHCcTpyKIus 10 ATIONPOU3BOJICTBY OpraHu3alluy.
3) l'ocymapcTBeHHBII cTaHIapT.
4) denepanbHbIA 3aKOH.
10. I'OCThsl, peraamentupyromue 10Y, nocar B PO...
1)o0s13aTenbHBIN XapakTep;
2) peKOMEHIaTENbHbBIN XapaKTep
3)obecnieunBaroInil XapakTep;
4) uaopmMaIOHHO-CIIPABOYHBIN XapakTep.
11.CaoBo «undopmanus» (informatio) 6ykBaJIbHO ¢ JATHIHA MEPEBOTUTCS KAK:
1) ‘3HaHue, MOHUMaHUE ;
2) ‘pa3bACHEHHE, U3JI0KEHNE, OCBEAOMIIEHHOCTh ;
3) ‘nmaHHBIC, CBEJICHUS, COOOIICHUS ;
4) ‘MOKYMEHT, 3aI1Ch, JOKA3aTEIbCTBO .
12. MaTepuajbHOCTb HH()OPMALIMH NPOSIBJISACTCH B TOM, 4TO...
1) uapopmanus 1 ecTb MaTepus;
2) undopmanus — 3T0 SHEPTHUs, a SHEPTUs MaTepUaIbHa.
3) undopmanus (UKCHpPYeTCs OpraHaMH 4YyBCTB WM JPYTHMH CIIOCOOaMU
pErucTpal MaTepuH, a CJIeI0BATENbHO, CBsI3aHa C HEW;



4) undopmanmst — 3T0 3a(UKCUPOBAHHBIE W3MEHEHHUS COCTOSIHUS MAaTepUH H
SHEPruy, a OHU MATEPUAJIbHBI.

13. Ykakure BepHOe nepeyncieHHe CBOMCTB JOKYMEHTHPOBAHHON HH(OpMALHMH.

1) nMeeT ceMaHTUYECKUH XapakTep, KOAUPYETCS CUCTEMOM CHMBOJIOB U 3HAKOB,
CTPYKTYpUPOBaHA U MEPEAAETCS JUCKPETHO, CBsSI3aHa C MaTEpHUaIbHbIM HOCUTENIEM, HOCUT
COLMAJIbHBIN XapaKTep;

2) XpaHMTCS B MO3I€ 4e€JOBEKa, KOJAUPYETCS] CUCTEMOM CHMBOJIOB M 3HAKOB, €
MPUCYIIY UHBAPUAHTHOCTh, YaCTUYHOCTD;

3) CTpYKTYpUpOBaHA U MEPEIACTCS TUCKPETHO, MPEACTABISIET COOON MATEPHUIO WU
SHEPrul0, UMEET CEMAaHTUYECKUI XapakrTep;

4) uMeeT COUaNbHBIA U CEMAaHTUYECKUH XapakTep, 00JiagaeT WHBAPUAHTHOCTHIO,
KOJUPYETCs CUCTEMOI CHMBOJIOB U 3HAKOB.

14. HazoBuTe nudepeHunaibHbie NPU3HAKY T0KYMeHTA?

1) Hannure MHPOPMALTMOHHON U MaTEepUaIbHOW COCTABIISAIOLINX;

2) CTPYKTYpHOCTb IOKYMEHTA;

3) MOUTMHHOCTB;

4) pyHKIMOHAIBHOCTD IOKYMEHTA.

15. Haiigute BepHOe npoao/keHne ppaszpl: «OpUrHHaAJIbHOCTD TOKYMEHTA SIBJISIETCS
S

1) cymectBeHHBIM (U dEPEHITHATHHBIM ) TPU3HAKOM, TaK KaK XapaKTepHA TS BCEX
BHJIOB ¥ TUIIOB JIOKYMEHTOB;

2) cymecTBeHHBIM (auddepeHmaibHbIM) CBOWCTBOM, TaK Kak HeEo0XoauMma
YeJI0BEKY B €ro MPaKTUYECKOM KU3HU;

3) HecyIIeCTBEHHBIM IPU3HAKOM JIOKYMEHTA, TaK KaK 4eJIOBEK B JIEHCTBUTEILHOCTH
HMeEET JIEN0 HE TOJIBKO C OPUTHHAJIaMU JOKYMEHTOB, HO U C UX KOIIHSIMU;

4) HecylIeCTBEHHBIM, TaK KaK BCTPEYAETCS HE Y BCEX JOKYMEHTOB.

16. Kak Ha3bIBaeTcsi [OKYMEHT, BIEpPBbie CO3JAHHbIH OAHMM YeJ0BEKOM WJIH
HECKOJIbKHUMH JHUIaAMHu?

1) opurunai;

2) MO UTMHHHK;

3) nybnukar;

4) xomusi.

17. K10, uMeeT nNpaBo NpuaaBaTh IOPUAHYECKYI0 CHIY KONUSAM?

1) HOTapuyc;

2) opraHu3aius, BbIaBIIas JOKYMEHT;

3) HaYaNBHUK OTJIENA KaJIpOB JI000i OpraHu3aIliiy;

4) 3aBeAyIOIINI KaHIIEIIpUEH TI000ro rocy1lapCTBEHHOIO OpraHa.

18. Kak Ha3pIBaercsi CBOMCTBO HMH(pOpMANUM, NPOSIBJASAIOIIEECH B TOM, 4YTO OHA
(undopmanmsi) mepenaercss W o0padaThIBaeTcsi 4eJ0BEKOM TMOPIHOHHO, OTAEeJIbHbIMHU
coo0meHusiMm?

1) ”HBaPHAHTHOCTb;

2) IUCKPETHOCTB;

3) CTPYKTYypHUPOBAHHOCTB;

4) 4aCTUYHOCTb.

19. TIpoposkute ¢pa3y: «TepMHHBI «OJoKyMenmupogannas WHPOpMALUSA» U
«0OKymeHmHas MHPOPMALHA» ...»

1) HMUeM Jpyr OT Apyra He OTIMYAIOTCS U SBJISAIOTCS MOJHBIMU CHHOHUMAaMHU.

2) copepkat MPOTUBOIIOJIOKHBIE TOHATHS;

3) pa3nuuHbI MO MOHATUHHOMY 00BEMY, TaK KaK HE BCSKas «IOKYMEHTHPOBAHHAs
nHMOpMALIUS» SBISAETCS «TOKYMEHTHOW.

4) TmNOHATHE «IOKYMEHTHpOBaHHAas WHPOpMAIUsS) IIUPe TMOHITHS «IOKYMEHTHAs
nHpopMalua», TaK KaK yKa3blBaeT HE TOJILKO Ha HajdWM4ue WealbHOU (MH(OpPMAIMOHHON)
COCTaBJIAIOLIEHN, HO U Ha HAJINYUE MAaTEpUAIbHOTO HOCUTEIIS.



20. Ykaxure CBOMCTBO AOKYMEHTHPOBAHHOMI uH(poOpMaLUH, KOTOpoe
HE ABJISIETCS o6s13aTe/IbHBIM.

1) onepaTUBHOCTS;

2) OJTHO3HAYHOCTbH TOJIKOBAHUS,

3) 1IOCTOBEPHOCTH;

4) oUIUATBHOCTD.

21. CnocoGHOCTh TOKYMEHTOB K THPA:KMPOBAHHMIO, BOCIIPOU3BE/ICHUIO COJIeP:KAHUA H
MATepHaJIbHOI0 HOCUTEISl Ha3bIBAeTCH ...

1) ayTeHTUYHOCTb;

2) TOKJIECTBCHHOCTD,

3) KOIMUHHOCTD;

4) panscudukanus.

22. Kakoii 10KyMeHT cHUTaeTCs OPUIHATLHbIM?

1) MOKYMEHT, W3TOTOBJICHHBIA C COOJIFOJICHUEM YCTAaHOBJIEHHOW (HOPMBI HITH
YaCTUYIHO M3MCHEHHBIN;

2) NOKYMEHT, U3rOTOBJIEHHBI CaHKIIMOHUPOBAHHBIM CIIOCOOOM B COOTBETCTBUH C
3aKOHOJATENILHO ONPEEIEHHON TEXHOJIOTHEN €ro U3rOTOBIEHUS U MMEIOLIUI PU3HAKU
MOAJIUHHOCTH;

3) AOKYMEHT, CO3JJaHHbIN IOPUIUYECKUM UIH PU3NUECKUM JIUIIOM, 0(hOPMIICHHBIN 1
YIOCTOBEPEHHBIH B YCTAHOBJICHHOM HOPSIKE;

4) NOKyMEHT, coJiep)KaHue KOTOPOrO MOKHO CUUTaTh TOJHBIM M TOYHBIM
MIpe/ICTaBICHUEM MOJTBEP)KIAEMBIX OTepalui, AeITeIbHOCTH WK (PAKTOB U KOTOPOMY
MO>KHO JIOBEPSTH B MOCIEIYIONINX ONEpalMsIX WINA B OCIEAYIOIIEH e TeIbHOCTH.

23. AyTEHTUYHBII TOKYMEHT — J3TO ...

1) MOKyMEHT, W3rOTOBJICHHBIH C COOJIOJIECHUEM YCTaHOBJICHHOW (OPMBI WM
JaCTUYHO M3MCHCHHBIN;

2) JOKyMEHT, KOTOPBI MOXHO JIOKaJM30BaTh, HAWTH, BOCIPOU3BECTH U
MHTEPIPETUPOBAT;

3) Takoil JOKYMEHT, Y KOTOPOTO MOXHO J0Ka3aTh, YTO OH: SBJIAETCA TEM, YeM
MpeTeHIyeT ObITh; ObLI CO3JaH WJIM OTHpPAaBIIEH JIUIOM, ACWCTBUTEIHHO CO3/aBIINM HIIN
OTIPABUBLIUM €T0; a TAaKXKe ObLII CO3]aH WM OTIIPABIIEH B TO BPeMsl, KOTOPOE 0003HAUEHO.

4) IOKYMEHT, COJiep>KaHHE KOTOPOrOo MOKHO CYUTATh IOJHBIM M TOYHBIM
MIpe/ICTaBJICHUEM MOJTBEP)KIAEMBIX OMepalui, AeITeIbHOCTH WK (PAKTOB U KOTOPOMY
MOYHO JIOBEPSATH B MOCIEAYIOLUIMX ONEpalUiX WIH B IOCIEAYIOIIEH 1eATeIbHOCTH.

24. IloanpyHKIIMOHAJIBLHBIM TOKYMEHT SIBJISIETCH MOTOMY, 4TO...

1) OIHOBPEMEHHO BBIMOJIHSET HECKOJIBKO Pa3HbIX (PYHKIIUN;

2) BpeMs OT BpeMEeHU MEHsIeT (DYHKIUY;

3) pa3Hble JOKYMEHTHI BBHITIOJIHSIOT pa3Hbie (YHKIIUY;

4) y TOKyMeHTa eCTh IJaBHasi, 00IIKe U CHelUaabHble (QYHKIIHH.

25. Ilouemy B Hayke [0 CHX IOP He CJOKHWJIOCH ¢AUHON KJaccupukanuu GpyHkumii
AOKYMEHTOB?

1) GyHKIIMM TOKYMEHTOB UMEIOT Pa3HYyIO NMPHUPOJIY U 3aBUCAT OT KayecTBa M THUMA
uHpOpMalnu;

2) criekTp 3TUX (PyHKIUN MIUPOK, TaK Kak WHGOpMaIMs MPOHU3BIBAET Bce Chepsl
YeJI0BeUeCcKOoro oOIIecTBa U YOBIETBOPSIET caMble pa3HOOOpa3Hble OTPEOHOCTH;

3) TOKYMEHTBI ClIOCOOHBI BBIMOJIHATE Cpa3y HECKOJIbKO (DYHKIUH, UX MHOTAA TPYAHO
pa3fAenuTh MeXly COOOI;

4) Bce Ha3BaHHbBIE BHILIE IPUUHHBI.

26. Ot GpyHKINH 00513aTEIbHO €CTh y BCEeX JOKYMEHTOB, HO B Pa3HOM COCTaBe KaK
aKTyaJbHOE [ONOJHeHHue APYrux (QyHKkuuil. OHM BO3HHKAKT y JOKYMEHTAa H MOrYyT
MEHATHCS B 3aBHCMMOCTH OT YCJIOBHH (PYHKIMOHHMPOBAHHMS JOKYMEHTA, OTPaKAIOT
pPa3Ho00pa3Hble KOHKPeTHbIE MOTPEOHOCTH 001eCTBA TN OTACJIBHOIO €ro 4ieHa.

1) oGmue;



2) crenuanbHbIE;
3) ynpaBlieHYECKHE;
4) reIoHUYECKHE.

27.Kak HaspiBaeTcsi (yHKIHS [JOKYMEHTOB, B KOTOPBIX OTPa’KeHbI: CO3JaHHe
OpPraHu3anyi, YCTAHOBJICHHE ee CTPYKTYPbl, IITATHOH YHCJEHHOCTH; perJiaMeHTALMs
AeATeJIbHOCTH U KOJIUYeCTBO CTPYKTYPHBIX NOApa3ieJieHNil H pA00OTHUKOB; Pe:KUM padoThl
U T.OL.?

1) npaBoBas;

2) pacnopsiAuTeIbHas;
3) KOHTpOIS;

4) opraHu3aloHHasl.

28. Ecam J0KyMeHTbI Ha3bIBalOTCS «IPHKa3», «pelleHHue», «IOCTAHOBJIEHUEY,
«yKa3aHHe», «PaclopsizKeHHe», TO OHU BBINOJIHSAIOT (WM BBINOJHSAIN paHee) QYHKIHUIO ...

1) nmpaBoBy10;

2) pactopsiTUTEIbHYIO;
3) KOHTpOIS;

4) opraHu3aluoOHHYIO.

28. JDTra QyHKUMSA CBOMCTBEHHA JOKYMEHTaM, B KOTOPBIX JJs 3alMCH HH(OpMALHMHU
HCIOJB3YIOTCH Ppa3jiM4YHble MpPHEeMbl M CHCTEeMbl TailiHomucH, Kpunrorpapuu. Taxixke
0CO0EHHOCTHI0 TAKUX JOKYMEHTOB SIBJIfieTCS OTPaAaHMYeHHe B 0CTyIe K HH(pOpMaLHu.

1) cratucTuueckas;

2) nmonuTUYeCKasi;

3) 3amuThl HHGOPMALIUY;
4) KOTHUTHBHASI.

29. JleiicTBMe MJIM COBOKYNHOCTHb /J€HCTBUIi, MPUMEHsieMbIX B Ipolecce 3amuc

uHopmManum, HA3bIBAETCH...
1) cpencTBOM TOKyMEHTUPOBAHMS,
2) crmocob6oM JTOKYMEHTHPOBAHWS;
3) cuctemMoi TOKyMEHTAITUH;
4) METOI0M IOKYMEHTUPOBAHUSI.

30. YkaxxuTe, 4TO BKJIIOYAET B ce0sl cMCTeMa JOKYMEHTHPOBAHMUSI.

1) MeTo1 JOKYMEHTUPOBAHUS;
2) BUJIBI JOKYMEHTOB;
3) cpencTBa JOKYMEHTHPOBAHHUS;
4) MatepHalbHBIM HOCUTENh HH(POPMAIHH.

31. Cnocod HaHeceHHMs SI3BIKOBBIX 3HAKOB M 3HAKOB-H300pa’keHUiIl HA NMOBEPXHOCTh
MAaTePHAJIbHOI0 HOCUTEJSI NPH NOMOIIM OPITEeXHUKH HA3bIBACTCH...(oOmeem 3anucamp
ciosamu)

Hauepmamenwvhuiii
32 IlpapoauTejieM MATPH4YHBIX MATEPHAJIbHBIX HOCUTEJIEH SIBJISACTCH CieXyHOIMi
Crocod JOKYMEHTHPOBAHMSI. ..
1) HauepTaTENbHBIH;
2) BNEKTPOCTATHYCCKHIA;
3) nepdopupoBanue;
4) nazepHsbIil.
33. IIpomosxure  d¢pady: «Tpaduyuonnvie cnocodovl  OOKyMEHMUPOBAHUSA
npeocmaenensvl...»
1) HauepTaTeNbHBIM CIIOCOOOM;
2) BBICEKAHUEM;
3) TOKyMEHTUPOBAHUEM Ha MUIIYIIEH MaIINHE;
4) MexaHUUYECKOU 3aUChIO.

34. K10 1 Korga BhnepBble OCYIIECTBHJ He TOJbKO 3alHMCh, HO M BOCIPOU3BE/ICHUE

3ByKa ¢ MATEPHAJIBLHOI0 HOCUTEJISA?



1) B 1804 r K. Xaxkkap;
2) B 1807 r. T. IOHr;
3) B 1857 r. Ckorr;
4)B 1877 r. T. Dnucon.
35. Kakoii cnoco0 Bnepsbie IO3BOJMJ 3anedariieTb 00beKTHBHYH BH3YAJIbHYIO
HH(pOpPMaALKIO HA MaTepuaIbHOM HOcUTee?
1) pucoBanue;
2) )KMBOTIHCH;
3) BBDKUTAHUE;
4) poTOXMMUIECKHIA.

Bomnpocsl k 3xk3ameny

1.PoJib ToKyMeHTa B KU3HH Y€JIOBEKa U 00I1eCTBA.

2. JloxymenTsl B cepe mpaBa m ynpaBiieHWs. HaydHo-wcToprueckas W TpaKTHYECKas
IIEHHOCTh IOKyMEHTA.

3.BiusHMEe HayYHO-TEXHUYECKOHN PEBOIOIMH HA Pa3BUTHE JOKYMEHTA.

4.00BeKT U IpeaMeT T0KyMEHTOBEICHHS KaK HayKH.

5.Metob! HcClIeIOBaHUS TOKYMEHTOBETYECKUX Tpobaem. OOIeHaydHbIe U CIICIIHAIbHBIC
METO/IBI.

6.CTaHOBJICHUE U Pa3BUTHE JOKYMEHTOBEACHUS KaK HAYYHOUW MUCIIUIUTAHEIL.

7.ACTOYHUKHN JOKYMEHTOBEIUECKUX UCCIIETOBAHUM.

8.Turbl JOKyMEHTOB, SIBJISTFOTITECS HMCTOYHUKAMU JUTST TOKyMEHTOBETUECKHIX
HCCIE0BaHU M.

9.JIoKkyMeHTBI, COJAEp)Kalllue CTUXUIHO CJIOKHBIIMECS HOPMBI U MpaBuiia paboThl
C IOKYMEHTaMHU.

10./ToKkyMeHTBI, 3aKOHOJATEIPHO PErJIAMEHTUPYIOIINE padOTy C JOKYMEHTaMHU.

11.YcrapeBumine  HMCTOYHUKH, 3aKOHOJIATEIPHO  PETJaMEHTHUPOBABIIHE  padoTy
C IOKYMEHTaMHU.

12.AxTyanbHBIE HWCTOYHHWKH, PETJIAMEHTHUPYIOIIHE COBPEMEHHBIE TMPOIECCHl PadOTHI
C IOKYMEHTaMHU.

13.IIpaBoBbIC aKThI, W3/1aBacMbi€ BBICIIMMHU OpraHaMu (eaepajbHON 3aKOHOJATECIIBHON
roCcy/lapcTBEHHOMU BJIACTU U YIPABJICHUS.

14.IlpaBoBbIe aKThl, U3J]aBacMble OpraHaMH 3aKOHOAATEIbHON U UCHIOJHUTENIBHOM BIIACTH
cyOBbekToB PO 1 X TeppUTOPHATBHBIX 00pPa30BaHUM.

15.1IpaBoBbI€ aKThl, U3JJaBAEMbIE PYKOBOACTBOM MPEANPUATHI U OpPraHU3ALNH.

16.Ilonatue «uHPOpMAIH» U €€ POJib B COIHUAIBHBIX M AKOHOMUYECKHX IMpolieccax.
Crenuuyeckue 4epTbl JOKYMEHTUPOBAHHON HH(DOPpMAIHH.

17.Ilonatue "nmoxymeHt".

18.I1pu3Haku JOKyMEHTA.

19.0cHoBHBIE CBOMCTBA JOKYyMEHTOB. OpurnHanbHoCcTh. KonuitHocTh. [lommHHOCTD.

20. OYHKINUU JOKYMEHTOB. [IpoGnembl onpeeNneHus KIIaCCU(PUKAITMOHHBIX
XapaKTePUCTHUK JOKYMEHTOB MO (QYHKIIHUSIM.

21. [lonsiTe 0 TOKYyMEHTUPOBAHHH, CIIOCO0AX U CPEICTBAX TOKYMEHTHPOBAHUSI.

22. TpaguMoOHHbIE METOABI JOKYMEHTUPOBAHUSI.

23. TexHOTpOHHBIE METO/IbI IOKYMEHTHPOBAHUS.

24. Meroapl JOKYMEHTUPOBAaHUS, IPUMEHIEMbIE B COBPEMEHHOM JIEJIONPOU3BOJICTBE.

IIpakmuueckoe 3a0anue nHa IK3amene :

- ONpeNeNIUTh  THI JOKYMEHTa IO ero CBOHCTBaM  (OpUTHMHAI/KOIUS;
MO JUTMHHBIN/ panbcuduuupoBaHHbIif);

- OIPEAETUTh CHEIHATbHYIO (PYHKIHIO JOKYMEHTA;

- OIPEAETUTh COCO0 JOKYMEHTHPOBAHMSL.
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OrneHouHbIE cpescTBa

YK - 1 CriocobeH oCyIIecTBIISATh MOUCK, KPUTUYECKUH aHAIIN3 U CHHTE3 MHPOPMAIIH, TPUMEHSTh

CHCTEMHBIM noaxod JJid pCIICHU A MMOCTABJICHHBIX 3a1a4
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Bonpocs! k 3x3aMeny

1. MCTOYHUKH JOKYMEHTOBETUECKUX UCCIICIOBAHUMN.

2. Tumbl  JOKYMEHTOB,  SBJSIONIMECS  HCTOYHUKAMU
JIOKYMEHTOBEYECKUX HCCIEIOBaHM.

3.JIokyMeHTBI, copepiKallie CTUXHITHO CIIOKHBIIUECS HOPMBI H
npaBuia paboThl ¢ JOKYMEHTaMHU.

4.JIOKyMEHTBI, 3aKOHOAATENFHO periJaMeHTHpYoIHe padoTy ¢
JIOKYMEHTaMHU.

5. VYcrapesiue HUCTOYHUKH,
peryiaMeHTHpoBaBIIne padoTy ¢ IOKYMEHTaMH.

6. AKTyanbHBIE MCTOYHUKH, PErjIaMEeHTHPYIOIIHE COBPEMEHHBIE
MIPOIIECCHI pabOTHI C TOKYMEHTaMH.

7. IlpaBOBBIE aKTHI, N3/]aBaEMbIE BBICIIMMU OpraHamu (epepalibHoi
3aKOHOJIATENIbHOW TOCYIapCTBEHHON BIIACTH U YIIPABICHUSI.

8. IlpaBoBBIE akThl, M37aBaeMble OpPTaHAMH 3aKOHOAATENHHON H
UCIIOIHUTEIHPHOW BIACTH CYOBEKTOB P® ®W WX TeppUTOPHATHHBIX
o0pa3oBaHUMA.

9. IlpaBoBBIE aKThI, W3/aBa€Mble PYKOBOJCTBOM IPEANPHUATHA H
OpraHu3aluil.

TS

3aKOHOJAaTCIBbHO

HTOroBuIi TECT

1. leiictBusi 4esioBeKa (C MOMOIIBI0 TEXHUKH MJIU JAPYrux
CpeACTB) MO 3aHECEHMI0 3HAYMMOIl MH(OpPMALMH HA MaTepHAIbHbIN
HOCHTe/Ib Ha3bIBaeTcsl

1) nuadopmaTuzaneii;

2) IOKYMEHTHPOBAaHUEM;

3) JOKyMEHTAIlMOHHBIM 00ECTIEYeHNEM YIIPABICHUS;

4) menonporn3BOICTBOM.

2. Haiigute npaBwibHOe Npoao/KeHHe (pasbl «B npouecce
c60€20 (YyHKUUOHUPOBAHUSA 6 00Ulecnee OOKYMEHN MOJICEM HPOXOOUMb
HECKOJIbKO cped — OnepamueHylo, pempoCneKmugHyIo u...

1) mpodumakTHYECKYIO;

2) IPOTHOCTUYECKYIO;

3) coriacoBaHus M YTBEPKACHUS;

4) apXMBHOTO XpaHEHHUS.

3. lpoxosxute ppasy: «I'CAOY nawna céoe npodonsicenue...»

1) B poccuiickux ['OCTax;

2) B ctarnaprax [SO;

3) B (enepanbHbIX 3aKkoHaX PD;

4) B TUIOBBIX HHCTPYKIMSX 10 JEIOIPOU3BOACTBY.

4. llponoskute pasy «Ilo cmenenu eruanus Ha COBPEMEHHYIO
NPaKTUKY HCTOYHHMKH, COJEp:Kallue HOPMbI WM NpaBujiIa padoThl ¢
JOKYMEHTAMH, AeJSITCH Ha IBe TPYMNIIbI. . .»

1) MCTOYHMKH, 3aKOHOIATEIbHO PEriaMEeHTHPOBABIINE KOTJA-TO
WJIM PErjJaMeHTHPYIOMIKE 110

HacTosiiee BpeMs paboTy ¢ JOKyMEHTaMu;

2) axTyajgbHble MCTOYHHMKH, OTPAXKAIOLIME COBPEMEHHBIH OIIBIT,

TpaJUIMHU J1eONPON3BOJCTBA;
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3) ycrapeBmIME€ HWCTOYHMKHM, WMEIOUIME TOJIBKO HAy4dHYIO,
HUCTOPUKO-KYJIBTYPHYIO LIEHHOCTB;

4) MCTOYHUKH, COAEp)KAIIUE CTUXUHHO CIIOKUBIIMECS HOPMBI U
npaBwia,  OTpaXarollde  TPaAuULMKU M TMPAKTHUYECKUH  OMBIT
JEeII0IPOU3BO/ICTBA.

5. YkaxkuTte, Kakue HOPMATHBBI SIBJISAIOTCH 00513aTe/IbHBIMHU
JJISl UCTIOJIHEHNSI pA0OTHUKAMM OPraHU3aluu.

D)IIpumepHast HHCTPYKIUS IO AETOMPOU3BOACTBY.

2) UHCTpyKINS IO AENONPON3BOICTBY OpraHU3aIHH.

3) 'ocynapcTBeHHBIH CTaHAAPT.

4) ®enepanbHBIi 3aKOH.

6. 'OCTprl1, pernamentupytomme [0Y, Hocar B PO...

1)o0si3aTenbHBIN XapakTep;

2) pekoMeHAaTeNbHBIN XapaKTep

3)o0ecrnieunBarONINil XapaKkTep;

4) nHPOpMAITIOHHO-CITPABOYHBIN XapakKTep.

KoHTposbHasa padoTa mo Kypcy

1. [Ipoanann3upoBaTh KOMIUIEKT TOXOBOM TOMMUCKH (TI€IaTHBIN
WJIH 3JIEKTPOHHBIN pecypc B ceTn VIHTepHET) 0MHOr0 13 KypHAJIOB,
YKa3aHHBIX B CITUCKE, 32 JIF00OH Tojl U3 MSATH MOCIIEIHUX.

5. JlaThb XapaKTepUCTHKYy TEMaTHUKU CTaTell W MaTepualioB
KypHana. OpueHTHPOBATHCA MO KITIOYEBBIM CIIOBAaM, 3ar0JIOBKaM CTaTew.

6. Y cTaHOBUTb, UMEET JIW JKypHaJ CBOU calT B ceTu HTepHET
(ykazaTh) W mpemiaraeT JIM OH DJEKTPOHHYIO BEpPCHI0 (apXUB) CBOHX
BBIITYCKOB.

1. [lonmp3ysich CHpaBOYHBIMH [JaHHBIMH O KypHaia, JaTh

OOIIyI0 XapaKTepUCTHKY aBTopaM crateil (ykazarpe ®UO, mecto paboTsl
IoKHOCTH). ChenaTh BBIBOA 00 aBTOpax )KyPHAIBHBIX ITyOTHKAIHIH.

8. CocTaBHTh KOHCIIGKT OIHOH U3 cTaTedl (Ha BBIOOD).

OO6beMOoM CTaThH IOJKEH OBITh He MeHee 3-X KYpHaJbHBIX CTPaHUII.
Memoouueckue pexomenoayuu

AHanu3 KOMITJIEKTa TOJJ0BOH MOANMCKH BRIOPaHHOTO KypHAIa
CIIETy€eT IPEACTABUTD 8 8UOe C8:A3HO20 MEKCMA, B KOTOPOM OyayT
OTpa’kKeHBI OTBETHI HAa BCE TIOCTABIICHHBIC BHIIIIE BOIIPOCHL, JIUOO 8 8Ude
maonuybl.

MHorue U3 mepevrcIieHHBIX HIDKE JKYPHAJIOB IPEACTaBICHEI
B APXMBAX HA COOTBETCTBYIOIIUX XKYPHAIBHBIX CaWTaX.

B onenke maHHOTO 337]aHASI OCHOBHOE BHUMAHUE yICISICTCS
CHIOCOOHOCTH CTYIEHTOB YBHJIETh, C OJHOW CTOPOHBI, THITUIHOE 1
XapaKTepHOE TSl TAHHOTO UCTOYHHKA, C IPYTOH, ero OCOOEHHOCTH U
MIPEUMYIIECTBA.

[Ipu cocraBneHny KOHCIIEKTA KYPHAIBHOW CTAThU OI[CHHBAETCS
YMEHHE C)KUMAaTh MH(POPMAIIUIO, OCTABJISSA KIIFOUEBbIE MOMEHTHI TEKCTA;
COCTaBIIATh KOHCIIEKT OT 3-TO JIMIA UK B O€3IMIHOM (hopMe, eClTi aBTOPOM
CTaThH OBLI BRIOpaHa JOpMa TUAIIOTA C YUTATEIIEM.

Wrorosslii BEIBOA 0030pa MOXKET COZEPKATh PEKOMEHIAIUEO
HAYMHAIOUIUM JIOKYMEHTOBE/IAM 110 BO3MOXHOCTSIM HCITOJIb30BAHUS
nH(pOpMAINH U3 JAHHOTO HCTOYHUKA.

Cnmcox sKypHAIOB

19. «J1enonpon3BoACTBOY,
20. «J1enonpoun3BoACTBO M JIOKYMEHTOO0OPOT Ha
MIPEIPUIATANY,

21. «OTeuecTBEHHBIC APXUBEDY,
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22. «BecTHUK apXUBHUCTaY;

23. «Cexkperapckoe Jeno»,

24, «XOopomui ceKkperapby,

25. «Cekperapb-pedepeHT»,

26. «CripaBOYHUK cekperaps 1 ouc-MeHemKepay,
217. «CoBpeMeHHBIH orc-MeHemKep»,

28. «YTpaBieHue nepcoHaIom»,

29. «Kanposoe meno»,

30. «Kanposas ciyx6a»,

31. «KamgpoBuk»,

32. «CripaBOYHHK KaJJPOBUKAY,

33. «Kanpel mpeanpusTusy;

34. «MeHeKMEHT U KaJpbl»,

35. «Hay4Ho-TexHu4eckass HHQOpMaIus»,
36. «bubmorexoBeaeHuEY.

Bonpockl k 3K3aMenHy

1.Ponb TokyMeHTa B JKH3HH YeIOBEKa U OOIIECTBa.

2.00beKT U IpeAMET JOKYMEHTOBEICHHUS KaK HayKH.

3.Meroapl  WCCIACMOBAHHWS  JOKYMEHTOBEMUECKHX  IPOOJIEM.
OO0mIeHayIHBIC U CIICITUATHHBIC METOTBI.

4.CtaHOBJIeHHE W pa3BUTHE [IOKYMEHTOBEACHHS KaK HAyIHOI
JTUCIIATLUTIHBI.

5.Ionsatne «wH(pOpMAIUA» W €€ pPONb B CONHAIBHBIX H
9KOHOMHUYECKUX mporeccax. Crienuduyeckue 4epThl JOKYMEHTUPOBAHHOM
uH(OpMAITUH.

6. [lousarue "moxyment".

7. BnusHME HAYYHO-TEXHUYECKOW PEBOJIOLMH Ha Pa3BUTHE
JIOKYMEHTA.

HTorossblii Tect

1. Ykaxure BepHOeE NPOI0KEeHH e dpa3br: 3axon
OOKYMEHMAUUOHHO20 OpOPMIEHUA COUUMILHO 3HAYUMBLL COObIMUIL
Oeiicmeyem ...

1) ToaBpKO TS OUITHATEHBIX TOCYIAPCTBEHHBIX COOBITHS;

2) TOIBKO TS OOIIECTBEHHO-TIOINTHYECKUX COOBITHIA;

3) cyry0o Ui TMYHBIX, CEMEHHBIX COOBITHIA,

4) ons 1100bIX COOBLIMULL, 3HAYUMBIX OJISI OMOETbHO20 YeN08eKad UU
2pynnol J00ell.

2. JlocnosHo ¢ aamvlHu c1080 «OOKyMeHm» (documentum)
obosHauaem:

1) 3anucw, nucams,

2) bymaea;

3) 0oeosop, oba3amenbcmeo;

4) nucbmenHoe caudemenbcmeo, oopasey.

3. Vkaoscume memoo, xomopvui HE OTHOCHUTCH k memodam
aHanusa mexcma OOKymMenmd.

1) konmenm-ananus;

2) Memoo 3KCHEPMHBIX OYEHOK,

3) memoo popmynsipHozo anarusa;

4) nunesucmuyecKas IKCnepmu3sa.

4. Basicneruwum 0OueHayuHbiM Memooom 01 OOKYMEHMOBEOeHUs]
A67151EMCAL...

1) knaccugpurayusi;

2) MmemoOd UCMOYHUKOBeQUeCcKo20 ucciedosanus 3) aHaimza
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rpauuecKux JaHHBIX JOKYMEHTa,

4) KOHTEHT-aHaJIU3.

5.CnoBo «undpopmanus» (informatio) GykBajJbHO ¢ JIATBIHH
nepeBOIUTCS KaK:

1) ‘3Hanue, MOHUMAaHHE ;

2) ‘pa3bACHEHUE, N3I0KEHUE, OCBEIOMIEHHOCTH ;

3) ‘maHHBIC, CBEICHUS, COOOICHUS;

4) ‘MOKYMEHT, 3aIHCh, IOKA3aTEILCTBO .

6. MarepuanbHocTh HHGOPMALUK NPOSIBJAsIETCS B TOM, YTO...

1) uadopmanys u ecTb MaTepUs;

2) uHpOpMAIH — ITO SHEPTHsL, a SHEPTUsl MaTepUabHa.

3) undopmanusi (UKCHpyeTcss OpraHaMd YyBCTB WU JPYTHMU
CIOCO0aMU PEerucTpalyy MaTepuu, a clieOBaTeNbHO, CBsI3aHa C HEll;

4) uapopMaiysi — 3TO 3a(UKCUPOBAHHBIE W3MEHEHUS! COCTOSHUS
MaTepuu U SHEPTuH, & OHM MaTepPHUaJIbHEL.

7. Kak Ha3bIBaeTCsl CBOMCTBO HH(OPMALIUH, IPOSIBJSIONICECH B
TOM, 4YT0 oHa (uHdopmanus) mnepeaaerca u o0padaTbiBaeTcs
YeJ10BEKOM MOPIHOHHO, OT/AEIbHBIMH COOOIIEHUSIMHU ?

1) MHBapUAHTHOCTH;

2) AMCKPETHOCTb;

3) CTPYKTYPUPOBAHHOCT;

4) 9aCTUYHOCTD.

8. Ykaxkure BepHOeE
JIOKYMEHTHPOBAHHOUH HH(OpMALUH.

1) wuMeer CeMaHTHYECKHMI XapakTep, KOTUPYETCS CHCTEMOM
CHMBOJIOB U 3HAKOB, CTPYKTYPUPOBaHA U IIepeaeTcs AUCKPETHO, CBA3aHA C
MaTepHajIbHbIM HOCUTENEM, HOCUT COLIMANIbHBINA XapaKTep;

2) XpaHUTCSI B MO3T€ UeJI0OBEKA, KOIUPYETCS] CHCTEMOM CUMBOJIOB U
3HAKOB, €l IPHUCYIY HHBAPUAHTHOCTh, YACTUYHOCTD;

3) CTpyKTypWpoBaHa W TEpemaercs ANCKPETHO, NpPEeACTaBISET
€000 MaTEpHIO WM DHEPTHUIO, UMEET CEMAaHTHUCCKUN XapaKTep;

4) wWMeeT COUMANbHBIH W CEMaHTHYSCKHH XapakTep, oOiamaer
HMHBapUaHTHOCTHIO, KOIUPYETCs] CUCTEMON CUMBOJIOB U 3HAKOB.

9. HazoBute nuddepenuuaibuble NPU3HAKU AOKYMeHTa?

1) Hanmmurie nHGOPMAITMOHHONW U MaTEPHAITFHON COCTABIISIONINX;

2) CTPYKTYPHOCTb JOKYMEHTA;

3) MOATHHHOCTE;

4) pyHKIIMOHATBPHOCTH TOKYMEHTA.

nepeyucjicHue CBOICTB

K1.2

Omnpenensie
T, HHTEPIPETUpyeT
148 paHXKupyer
H(OopMaIuio,
Tpedyemyro
[pereHus
[TOCTaBJICHHOM
3anaun;
OCYLIECTBIISIET
[TONCK
MHpOpPMaUK  TIO
[Pa3IMYHBIM THIIAM
3arpocoB

InIc|

KonTposbHas padoTta mo Kypcy

3ananue

3.  CpaBHUTb TOJIKOBaHHA TEPMHUHOB
«JOKYMEHTHpPOBaHHAasl HMH(}oOpMaIUa»,  («IOKYMEHTY,
JOKYMEHT» B HOPMAaTHBHBIX M IPABOBBIX aKTaXx.

3.1.Bommcath W3 TrOCYJapCTBEHHBIX CTAaHAAPTOB OMNpENEIICHUS
TEPMHHA «JOKYMEHT):

I'OCT 16487-70. lenonpon3BoaCTBO U apXUBHOE Jen0. TepMHUHBI
U OIIpENEECHUS;

I'OCT 16487-83. Jlenonpon3BoACTBO U apXUBHOE Jen0. TepMHUHBI
U OTIpENIEIIEHUS;

I'OCT P 51141-98. Jlenonmpou3BonCcTBO ¥ apXWUBHOE JIEINO.
TepMHHBI U ONIPEAEICHUS;

I'oCT P 7.0.8-2013 [lenonpou3BOACTBO U apXHUBHOE JEIO.
TepMHUHBI U ONpEIEIEHHSL.

«uHpOpMALTUI,
«QJIEKTPOHHBIH
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3.2. Brommcate u3 ®enmepanbHbix 3akoHOB Ne 149 «O6
uHpOpMaK, NHPOPMAIIMOHHBIX TEXHOJOTHAX M 3alUTe WH(pOpMAIIK»
2006 . u Ne 15 «O6 wuHpopmaiuu, wHPOPMATH3ALMH U 3AIIUTE
uHpopManuu» ot 25 smBaps 1995 roma ompenereHUss TEPMUHOB
«uHpOpPMaLIU), «IOKYMEHTUPOBAaHHAs WHQPOPMALUS», «IOKYMEHT» H
(QIEKTPOHHBI JIOKYMEHT» YCTaHOBHTH, KAaKUE€ acCHeKThl (HOCHTEIH
uHOpMAINH, CIOCOOBI ee PUKCUPOBAHUS, IOPUANYECKas CHUIIa TOKyMEHTa
U JIp.) 1 QYHKIUK JOKyMEHTa 3aJI0)KEHBI B 3TUX OIPEACICHUSX.

HTorosmlii Tect

1. HaiinuTte BepHOe mpoao/kenne ¢pa3pl: «OpUrnHaAILHOCTH
JOKYMeHTA AABJISETCH ...»

1) cymectBeHHBIM (mUddepeHUATBHBIM) TPU3HAKOM, TaK Kak
XapaKTepHa Ui BCEX BUJIOB M TUIIOB JJOKYMEHTOB;

2) cymectBeHHBIM (muddepeHinanbHbIM) CBOMCTBOM, TaK Kak
Heo0X0/MMa YeJI0BEKY B €ro MpakTUIeCKOH KU3HH;

3) HecymecTBEHHBIM MPHU3HAKOM JOKYMEHTa, TaK KaK YelIOBEK B
JIEICTBUTENBHOCTH UMEET JIENI0 HE TOJIBKO C OPUTHHAJIAMH IOKYMEHTOB, HO
U C UX KOIMUSIMHU;

4) HeCylIeCTBEHHBIM, TaK KaK BCTPEYAETCs HE Y BCEX JOKYMEHTOB.

2. Kak Ha3pIBaeTcsl JIOKYMEHT, BIEPBbI€ CO3IAHHBIA OJIHUM
YeJI0BEKOM WJIM HECKOJIBKMMH JIHIAMu ?

1) opuruHa;

2) MOATNHHUK;

3) myOnuKar;

4) Kortus.

3. KT0, nMeeT mpaBo NpuaaBaTh IOPUANYECKYI0 CHITY KONMUSIM?

1) Hotapmyc;

2) opraHu3ainys, BeIIABIIAs JOKYMEHT;

3) HavaJIBPHUK OT/ENIa KaAPOB JIFO00H OpraHn3alIliy;

4) 3aBemyromuil KaHIEemsIpre JTF000Tro rocy1apCTBEHHOT O OpraHa.

4. IIponmosxute (Ppaszy: «TepMHHBI «OOKymMenmupoeannas
uHopMaLua» U «OOKymenmHuaa nHGopManus» ...»

1) HU49eM Apyr OT Apyra HE OTIMYAIOTCS W SIBIISIOTCS TOTHBIMHU
CUHOHUMAaMH.

2) comepKat MPOTUBOIIOJIOKHBIE TTOHSTHS,

3) pa3nMyHBl MO TOHATHHHOMY O0BEMy, TaK Kak He BCSKas
«TOKYMEHTHpOBaHHAs HH()OPMAIIUD) SIBISETCS «ITOKYMEHTHOW.

4) MOHATHE «IOKyMEHTHPOBAaHHAS WHGOpPMANWs IIAPE TTOHSTHS
«TOKyMEHTHas MH(POpPMAaIHI», TaK KaK yKa3plBaeT He TOJHKO Ha HAIMYHE
naeanbHOW (MH(OPMAIMOHHOW) COCTABIAMONICH, HO W Ha HalU4de
MaTepUATBHOTO HOCHTEISL.

5. Ykaxkure CBOICTBO JAOKYMEGHTHPOBaHHOH HWH{oOpManum,
koTopoe HE ABJIAETCSI o6s13aTe/ibHBIM.

1) orepaTUBHOCTS;

2) OTHO3HAYHOCTh TOJIKOBAHHS,

3) JOCTOBEPHOCTH;

4) ohuManbHOCTB.

6. Cnoco0HOCTB  JAOKYMEHTOB K  THPAKMPOBAHHIO,
BOCIIPOM3BE/ICHHI0  COJCPKAHUST WM MATepPHAJBHOIO  HOCHTEJsI
Ha3bIBaeTCA ...

HW3MCHCHHBIM;

2)  IIOKYMEHT, KOTOpBIi MOXKHO JIOKQJIH30BaTh, HAWTH,
BOCIIPOU3BECTH U MHTEPIPETUPOBATE;
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3) Takoit JOKYMEHT, Y KOTOPOTr'O MOXKHO JTOKa3aTh, YTO OH: SIBJISCTCS
TEeM, 4YeM TMpereHayerT ObiTh; OBUT CO3AaH WIIM OTHPABICH JIMLOM,
JNEWCTBUTENBHO CO3/ABIIMM WM OTIPABUBIIUM €ro; a Takxke ObUT co3laH
WM OTIPaBJIEH B TO BPeMsi, KOTOpoe 0003HAYEHO.
4) MOKYMEHT, COAEp>KaHHE KOTOPOrO MOXKHO CUHUTATH IMOIHBIM U
TOYHBIM MIPEACTABICHUEM OATBEPKIAAEMBIX OMEPAINiA, NESITENbHOCTH HITH
(haKkTOB U KOTOPOMY MOXKHO JIOBEPATH B IMOCIEAYIOIIMX OMEpalusixX HId B
MOCTIETYIOMIEeN AeATEeNbHOCTH.
Y IIpun 4. M3yunth TeMy «CrocoObl U CpelcTBa JOKYMEHTUPOBAHUS» IO
K 1.3 00paboTKe yuebHomy nocoduto H.C. JlapekoBa. «JlokymeHToBeaeHue» (He panee 2006
H(pOopMaIuK r. wm3panus). CocraButh KoHcmekT 4-if  «CmocoOsl U cpeacTBa
oTn4aeT GakThl OT| TOKYMEHTHPOBAHHSD»
MHEHU,
MHTEpHpETalui, Bomnpocs! k 3k3ameny
OLIEHOK,
(hopmupyer 1.0OcHoBHBIE CBOIICTBa JIOKYMEHTOB. OpuUrHHAIBHOCTB.
COOCTBEHHbBIE Konniinocts. I1ommmHAOCTE.
MHEHU A U 2.JIoKyMeHTBI B cthepe npasa u YIIpaBJICHHUS.
CYX/IEHUS, Hayuno-ucropudeckas ¥ mpakTudeckas [eHHOCTh IOKyMEHTa
ApPTYMEHTHPYET 3.1Ipu3Haky JOKyMEHTa.
CBOM BBIBOABI U 4. DOyHKIUU JIOKYMEHTOB. [TpoGemst OnpeneNneHust
TOUKY KJIaCCU(UKAIIMOHHBIX XapaKTEPUCTUK JJOKYMEHTOB 110 QYHKIIHSM.

HTorosslii Tect

1. Hou¢yHKIHOHATBHBIM JOKYMEHT sIBJIsIeTCsl I0TOMY, 4TO...

1) omHOBpEMEHHO BBITIOIHSIET HECKOIBKO pa3HBIX (DYHKITHI;

2) BpeMs OT BpeMeHH MeHseT () YHKIINH,

3) pa3Hble TOKYMEHTHI BHITIOIHSIOT pa3Hble (QyHKINH;

4) y moKyMeHTa ecTh TJIaBHasl, OOIIHe 1 CrenraabHble PYHKIINH.

2. Iloyemy B HayKke A0 CHX MOpP He CJIOKWJIOCH €TUHOM
Kjaaccupukanun QyHKIUA J0KYyMeHTOB?

1) dyHKIMHM JOKYyMEHTOB MMEIOT Pa3HYIO MPUPOAY U 3aBUCAT OT
KayecTBa Y TUINa HHpopmanmu;

2) cmektp OJTUX (YHKIWH MHPOK, TaK Kak WHGOPMAIHL
IIPOHMU3BIBAET BCE C(epbl 4YEIOBEUECKOro OOINECTBA U yIOBJIETBOPSET
cambIe pa3HOOOpa3HbIe MOTPEOHOCTH;

3) IOKYMEHTHI CIIOCOOHBI BBITOMHATH CPa3y HECKONBKO (PYHKITWH,
HX WHOTZIa TPYAHO Pa3AeluTbh MKy cO0Oii;

4) Bce Ha3BaHHbIC BHIILIEC IPUYUHBIL.

3. Otu pyHKkuuM 00513aTEJILHO €CTh y BCeX JOKYMEHTOB, HO B
Pa3HOM COCTaBe KaK aKTyaJbHoe J0NoJHeHue Apyrux pynkuuii. Onu
BO3HUKAKOT y [OKYMEHTa M MOIYT MeHSITbCSl B 3aBHCHMOCTH OT
yCI10BU (P)YHKIUMOHUPOBAHUS JOKYMEHTA, OTPAXKAT Pa3HO0Opa3Hbie
KOHKpeTHbIe NOTPeOHOCTH 00111eCTBA MJIH OTAeJbHOI0 ero YieHa.

1) obmrue;

2) crieruanbHbIe;

3) ynpaBJeHYECKHE;

4) refOHUYECKHE.

4.Kak HaspiBaerca (QYHKIUS JOKYMEHTOB, B KOTOpPBIX
OTpa’KeHbI: CO3/1aHHE OPraHU3alMH, YCTAHOBJIEHHE ee CTPYKTYpPbI,
LITATHO# YMCJIEHHOCTH; perjiaMeHTalus AesiTeJIbHOCTH M KOJIMYeCTBO
CTPYKTYPHBIX NOApPa3ieieHuil U pa0OTHUKOB; pe:KUM padoThl U T.11.?

1) npaBoBas;

2) pacnopsiIuTeNbHAas;

3) KOHTpOJIS;
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4) opraHu3aoHHAas.
5. Ecam JA0KYMEHTHI HA3bIBAIOTCH <«IPHKAa3», «pelieHue,
«IOCTAHOBJIEHHEY», KYKA3aHHE», PACTOPIKEHHE», TO OHH BBINOJHAIOT
(WM BBINMOJIHAJIU paHee) PYHKIMIO ...
1) mpaBoBy10;
2) pacnopsIuTenbHYIO;
3) KOHTpOIIS;
4) opraHu3aIMoOHHYIO.
6. JdTa QyHKIMA CBOIiCTBEHHA JOKYMEHTAM, B KOTOPBIX IJs
3anucd MHGOPMALIMH MCHOJIb3YIOTCS Pa3INYHbIe MPHEMbI U CHCTEMbI
TaiiHoMucH, KpunTorpadpuu. Takixke 0cOGEHHOCTHIO TAKUX JOKYMEHTOB
SIBJISIETCS] OTPAHUYEHME B JOCTyNEe K MH(pOpMALNH.
1) cratuctruyeckas;
2) MOMUTHUYECKAS;
3) 3auuTe! HHpOPMaLNY;
4) KOTHUTHBHAsI.
[IpakTHYeckoe 3a1aHUEe HA DIK3aAMeEHE:
- ONpENENUTh TUT IOKYMEHTA 10 €ro CBOWCTBAM (OPHTHHAI/KOTIVS,
NOJITUHHBIH/ PanbcuGUITMPOBAHHBIN );
- ONpENENUTh CIENUATBHYIO (DYHKIIHIO JIOKYMEHTA;
- ONPEJETUTH CIIOCO0 TOKYMEHTHPOBAHMUSI.
OIIK-1 Crocob6eH mpuMeHSITh Ha 0a30BOM YPOBHE 3HAHUS MCTOPHUYECKUX HAYK MPH PEIICHUH
3a1a4 B chepe cBoei mpoheCCHOHANIBHOMN NESITeIbHOCTH;
OIIK-1. 3Haer Tect 5
1 cTOpUIO y 6. K10 1 xorna BnepBble 0CYIIeCTBUJI He TOJBKO 3aNHCh, HO H
COBPEMEHHYIO BOCIIPOM3Be/IeHN e 3BYKA ¢ MaTepUaAIbHOT0 HOCUTEIs1?
OpraHN3aIHIO 1) B 1804 r XK. XXaxkkap;
CHCTEMBI OpPTraHOB 2)B 1807 r. T. OmHT;
rOCyIapCTBEHHON 3) B 1857 r. CkorT;

BrIacTu u
ynpaBieHus B PO,
OpPraHOB MECTHOT'O
CaMOyIpaBJIeHUs U
OpraHuzalui

4)B 1877 1. T. Daucomn.

7. Kakoii cnocod
00bEeKTUBHYI0  BHU3YAJIbHYIO
HOcUTede?

1) pucoBanue;

2) )KUBOIIHUCE;

3) BEDKUTAHHUC;

4) poToxumMuyecKuii.

3anedartjieTb
MaTepuaAJIbHOM

BIEpPBble  MO3BOJIHI
uHpopMalMi0 Ha

IIpakTH4yeckoe 3agaHue

OnpenenuTs BHUAOBOM  COCTaB JOKYMEHTOB JAHHOM  JIIOXH.
BrimucaTs Ha3BaHUS BHJIOB JOKYMEHTOB IO TjaBaM (CTonOuel 2 u 4), a
3aTeM, MOJIB3YSCh «Kpatkxum clloBapeM BUJIOB u
pasHoBUAHOCTEH TOKyMeHTOB» 1974 r. (cM. XpectomaTus K pasueny 1) u
«['eHepanbHBIM pErIaMEHTOM», paclpeleNuTb YyKa3aHHbIE BHIBI U
Pa3HOBHIHOCTH JOKYMEHTOB IO chepaM rocylapCTBEHHOH AESTEIbHOCTH.
3aHecTu AaHHBIE B TaOIMILy.

Hatp TOJIKOBAHUE BBINMCAHHBIM BUIaM u
Pa3HOBUAHOCTSAM JJOKYMEHTOB, MOJIB3YSICh «Kpatkum clloBapeM
... »(cTonber 3).

Han Bup CaoBapHoe Cce
MEHOBAaHHE [Pa3HOBHAHOCTH 10 (ONpee/ieHHe  BHAA  HbLIKA HAa)
chepsl KYMEHTA Pa3HOBHIHOCTH JOKYMEHT|[J1aBy B
rocyjaapcrse a no «Kparkomy cinosaproj«I'enepaJ
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ox K WNunukaro
P AOCTHXKCHHUS OneHoYHbIE CPEACTBA
WHJMKAT
KOMIICTCHITUU
opa
HHOH BU/I0B HbLHOM
ImesiTeJILHOC Pa3HOBH/IHOCTEH JOKYMeEH [perjiaMmeH
TH ToB»(1974) Te» 1720 1.
1 2 3 4
OIIK-1. Bnaneer KouTtpoabHas padoTa nmo Kypcy
2 HABBIKAMU ITOMCKY) 1. TlpoaHamM3upoBaTh YNOTPEOICHNE TTOHSITHS «IOKYMEHT» U €ro
148 0TOOpa| CHHOHUMOB <«(IeI0», «OyMara», «akT», «IenoBas Oymaray, «ciyKeOHBIH
ICTOYHUKOB, JIOKYMEHT) TI0 TPEM UCTOYHUKAM (CM. XPECTOMATHIO K paseny 2):
KOTOphIE  BaKHBI] - 'enepansHomy permamenty 1720 r.,
TSt - O0mieMy rybepHCKoMy yupekiaenuto 1775 r.,
KOHKPETHO-HCTOPU - O0memy yupexaenuto muaucrepets 1811 1.
4eCKOro [Ipoananu3upoBaTh, B KaKAX CIy4asx yYIOTpeOIseTcss Kaxaoe
MCCIIeIOBaHHUS | TIOHSITHE.
y9€TOM IIEHHOCTH 3amanue
JTOKYMEHTAJIILHOT' O 3. CpaBHUTH TOJKOBAaHUS TEPMHUHOB «uH(OpMAILIHD»,
MCTOYHUKA KakK| «JIOKyMEHTUPOBAaHHAS WHQPOPMAIS», «IOKYMEHT»,  «3JCKTPOHHBIH
HaCTUu JOKYMCHT» B HOPMATHUBHBIX U ITPABOBBIX aKTaX.
ICTOPUYECKOT O 3.1.BemucaTe W3 TOCYNApCTBEHHBIX CTAaHAAPTOB OMPEAETICHUS
HacJIequsl ¥ aKTUBA| TEPMHUHA «TOKYMEHT):
OpraHu3aIny T'OCT 16487-70. Jlenonponu3BOICTBO U apXUBHOE Je0. TepMUHBI
U OIlpe/eieHNs;
T'OCT 16487-83. Jlenonpon3BoICTBO U apXUBHOE JIe0. TepMUHBI
U OIlpeeNieHus;
I'OCT P 51141-98. Jlenonpow3BOACTBO W apXWBHOE [IEJO.
TepMUHBI U ONIpeNeNEHNS;
I'OCT P 7.0.8-2013 Jlemonpou3BOACTBO M apXWBHOE JEIIO.
TepMUHBI U OnTpeeNeHUs.
3.2. Bwmmcate u3z @DemepanbHBIX 3akoHOB Ne 149  «O6
nHpOopMaIui, THHOPMAIIMOHHBIX TEXHOJOTHAX W 3alluTe WH(POPMAIIHIDY
2006 . m Ne 15 «O6 wnHbpopManuy, HHPOPMATHIAMNN W 3AIIUTE
uHpopMarum» oT 25 sHBaps 1995 rToma ompeneneHHs TEPMHUHOB
«H(pOpManUA», «TOKYMEHTHpPOBaHHAS WHGOPMAID», «IOKyMEHT» |
«OQJEKTPOHHBI JOKYMEHT» YCTaHOBUTH, KaKW€ AacleKThl (HOCHTEIH
nH(popMaIum, croco0s! ee PUKCHPOBAHUS, IOPUINIECKas CUIa JOKyMEHTa
1 1p.) ¥ GYHKIFHA JOKYMEHTA 3aJI0’KEHBI B OTUX ONPEICIeHUIX.

IIpuMepHas CTPYKTypa U COAep:KaHUe IK3aMeHa:

[Mpomexxyrounass arrectans 1o jaucuuIuiiHe «OCHOBBI JTOKYMEHTOBEICHHS) BKIIIOYAET
TEOPETUYECKHE BOIMPOCHI, ITO3BOJISIOIIME OICHUTH YPOBEHb YCBOGHHS OOYYAIOIMIMMHCS 3HAHUH, U
NPAaKTHYECKUE 3aJaHNUs, BBISBIIIONINE CTEIIeHb CHOPMHUPOBAHHOCTH YMEHHMH M BIIAJICHUI, TPOBOIUTCS B
¢dopme sK3aMeHa 1 B hopMe BHITOTHEHHS KOHTPOIBEHOW padoTHI.

OK3aMeH 10 JaHHOW IMCLUIUIMHE IPOBOJAUTCS B YCTHOW (pOpMe MO SK3aMEHaLMOHHBIM OujieTam,
KaXJIbIil N3 KOTOPBIX BKIIFOYAET 2 TEOPETHYECKHX BOIPOCA U OHO NMPAKTUYECKOE 3a1aHHeE.

IMoka3aTesn U KPUTEPHH OLEHNBAHHUS IK3aMeHa:

— Ha OIEHKY «OTJIMYHO» (5 0ainoB) — OOyYarOMIMKCS JEMOHCTPHPYET BBICOKHH YPOBEHb
c(OPMUPOBAHHOCTH KOMIIETEHLIMH, BCECTOPOHHEE, CHUCTEMAaTH4YecKoe U TIIyOOKoe 3HaHWE y4eOHOro
MaTepHasa, CBOOOAHO BBINOIHSET MPAKTUUYECKHE 3aJaHHs, CBOOOTHO ONEpUPYET 3HAHUSIMH, YMEHUSIMH,
MPUMEHSIET UX B CUTYAIMSX [TOBBIILIEHHON CIOKHOCTH.

— Ha OLEHKY «xopowmo» (4 Oamna) — oOydaromMiics AEMOHCTPHPYET CPEAHUH YPOBEHb
c(OPMUPOBAHHOCTH KOMIIETCHIMI: OCHOBHBIE 3HAHMSA, YMEHHUS OCBOEHBI, HO JOIYCKaloTCs
He3HaYUTeNbHbIe OIIMOKN, HETOYHOCTH, 3aTPyIHEHUS IPU aHAJMTUYECKUX OIlepalusixX, HepeHoce 3HaHUH
1 YMEHUH Ha HOBBIE, HECTAHAAPTHBIC CUTYaLluH.
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— Ha OLEHKY «YIOBJIETBOPHUTEIbHO» (3 Oamra) — oOydaromuiicsl TEMOHCTPUPYET MOPOTOBBIN
ypOBEHb C(HOPMUPOBAHHOCTH KOMIIETEHIUI: B X0/Ie KOHTPOJILHBIX MEPONPHUSATHIA JOMYCKAIOTCS OMIMOKH,
MPOSIBJIIETCS.  OTCYTCTBHE OTHENbHBIX 3HAHWW, YyMEHHWH, HAaBBIKOB, OOYYarOIIMICS HCIBITHIBACT
3HAYUTENbHBIC 3aTPYAHEHHS MPHU OMEPUPOBAHUM 3HAHUSMH W YMEHHUSIMH TPH UX TEpeHOCE HA HOBBIC
CUTYyalLluH.

— Ha OICHKY «HEYJAO0BJIETBOPUTEJIBHO» (2 Oaiia) — o0yJaromuiics JeMOHCTPUPYET 3HAHUS HE
oonee 20% TeopeTHUYECKOr0 MaTrepuaja, JOIYCKAeT CYIISCTBEHHbIC OIIMOKH, HE MOXET I0Ka3aTh
HUHTCIJICKTYaJIbHBIC HABBIKKW PCHICHHWA ITPOCTHIX 3aaa4.

— Ha OLICHKY «HeY/0BJIeTBOPUTEILHO» (1 0amn) — oOydaronumiicss He MOXKET TOKa3aTh 3HAHUS Ha
YPOBHE BOCHPOU3BCACHUA U O6’b$ICH€HI/ISI I/IH(bOpMaHI/II/I, HE MOXCT MOKAa3aTh MHTCIUICKTYAaJIbHBIC HaABBIKH
peleHus IpoCThIX 3a1a4.
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